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MESS*G® 


Happy  New  Year  to  all!  This  greeting 
is  a  bit  late  but  it  is  the  first  opportunity 
to  speak  to  you  this  year  and  my  most 
sincere  wish  for  all  of  you  is  that  1953 
be  happy  and  successful. 

And  my  thanks,  too,  for  the  beautiful 
greeting  cards  received  from  many  of 
you  during  the  Christmas  season.  It  was 
impossible  to  answer  all  of  them  but  I 
want  you  to  know  that  your  remem¬ 
brances  were  deeply  appreciated  and  that 
through  them  I  know  your  spirit  of 
friendliness  will  prevail  throughout  the 
year. 

I  am  pleased  to  announce  that  at  the 
October  executive  board  meeting  of  the 
National  Education  Association  our  two 
requests  were  granted: 

1.  That  we  change  the  name  of  our 
group  to  the  National  Association  of 
Educational  Secretaries. 

2.  And  that  we  change  the  name  of 
our  magazine  to  the  NATIONAL  EDU¬ 
CATIONAL  SECRETARY. 

The  change  in  the  name  of  our  asso¬ 
ciation  will  be  included  in  the  revision 
of  the  Constitution  and  By-laws  and 
cannot  be  used  officially  until  adopted 
at  our  annual  meeting  next  July.  Since 
the  name  of  the  magazine  is  not  desig¬ 
nated  in  the  Constitution  and  By-laws, 
our  editors  have  started  the  new  year 
with  the  new  name  on  the  magazine 
cover. 

It  was  a  privilege  to  represent  the 
National  Association  of  School  Secre¬ 
taries  during  the  inauguration  program 
for  Dr.  William  Carr,  executive  secre¬ 
tary  of  the  National  Education  Associa¬ 
tion,  in  Washington,  D.  C.,  on  October 
12  and  13.  Over  one  thousand  prominent 


educators  and  representative  citizens 
from  many  other  areas  of  American  life 
attended  the  meetings.  The  ceremonies 
were  scheduled  in  a  two-day  conference 
on  the  topic  “The  Teaching  Profession 
and  the  American  Future.” 

I  want  to  report  that  our  Filing  Man¬ 
ual  project  is  well  on  its  way  with  the 
blessings  and  cooperation  of  the  National 
Education  Association.  We  have  set  a 
printing  date  which  will  make  it  possible 
to  have  the  first  five  hundred  copies  sent 
to  Denver  for  release  at  the  convention 
and  institute  in  July. 

At  the  time  we  went  to  press  for  the 
October  issue  of  our  magazine,  I  did 
not  have  the  name  of  the  chairman  of 
the  mailing  committee.  It  gives  me 
pleasure  to  present  to  you  Miss  Julie 
Heal,  Guyton  School,  355  Philip,  Detroit 
15,  Michigan,  who  is  our  new  mailing 
chairman.  Julie  is  hard  at  work  keeping 
our  potential  mailing  file  of  about  20,000 
names  up  to  date.  You,  as  members,  can 
be  very  helpful  to  us  if  you  will  send 
Julie  the  names  and  addresses  of  new 
secretaries  as  they  enter  your  schools, 
plus  the  names  of  the  secretaries  whom 
they  replace. 

As  we  go  forward  in  the  new  year  let 
us  all  unite  and  resolve  to  make  this  a 
banner  year  of  achievement  and  advance¬ 
ment  for  the  educational  secretary.  We 
are  counting  on  you  to  participate  in  our 
projects  and  attend  our  meetings.  Why 
not  start  that  participation  now  by  writ¬ 
ing  to  Melba  Demaree  about  your  ideas 
on  dues,  to  Corinne  Messenger  about  a 
suggestion  for  a  national  officer,  and  by 
putting  aside  a  part  of  this  first  pay 
check  for  a  summer  institute? 

Emma  G.  Castner. 
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Knows  Her  Stuff! 


"For  floors  that  ore  safe 
and  attractive,  yet  will 
take  long  punishing  wear, 
9ive  me  HILLYARD 
ffoor  Treatments  '' 


Profe$sior»nlfy*lwpteA  with  high, 
standards  of  efReienoy  —  she  has 
learned  te  give  and  gW  the  most  value 
for  school  money.  For  floor  treatments 
and  main^Kince  {iM'odiicts,  Hillyard 
performcMee'  and  qualdy  has 
earned  on  enviohle  reputation  among 
school  building  staffs,  it's  part 
■of  YOUR  businoM  to  know 
about  floor  ti’oatia—t  values  — 
look  liWe  HiHycvd  Treatments, 
spoeioitzMi  to  do  o  better  job 
save  you  up  to  50%  in 
labor-time. 


You  knew  it'i  right 
if  it  corn*!  in  th* 
chockorboord  drum  , 


For  Export  Halp  (advice  it  free) 
Hillyard  Maintaineert  ore  profettion- 
ally  trained  in  every  phase  of  floor 
core  —  hove  dealt  personally  with  all 
torts  of  problem  floors.  Write  for  the 
one  neorest  you  .  .  .  He's  on  Your 
Stoff  —  Not  Your  Payroll. 


With  the  approval  of  the  National 
Education  Association  to  change  the 
name  of  our  magazine  to  the  NA¬ 
TIONAL  EDUCATIONAL  SECRETARY 
we  grow  in  stature  and  individuality. 
Now  we  are  truly  a  magazine  by  and 
for  the  school  secretary  where  foimerly 
we  were  confused  with  secretaries  in  all 
fields. 

This  new  name  comes  with  the  new 
year.  A  new  name  calls  for  a  new  cover. 
All  of  us  know  the  morale  builder  of  a 
new  suit  just  at  the  period  of  the  year 
when  one  is  tired  of  weather,  of  hair 
style,  and  of  clothes.  There  is  not  one 
among  us  but  who  walks  a  bit  more 
straight,  who  smiles  more  readily,  or  who 
has  not  laughter  in  her  voice  as  she 
places  a  new  bit  of  jewelry  on  the  spring 
suit  and  starts  for  her  office. 

Thus  it  is  with  the  magazine.  Miss 
Patricia  Kale  of  Northwestern  Univer¬ 
sity’s  secretarial  staff  is  designer  and 
artist  of  the  new  spring  apparel,  and 
our  bit  of  jewelry  is  the  new  name- 
the  NATIONAL  EDUCATIONAL  SEC¬ 
RETARY. 

We  have  gone  oii  a  diet  as  we  put  on 
the  new  spring  suit.  You  who  have  been 
members  of  the  national  association  for 
any  number  of  years  know  that  the  dues 
have  never  been  increased.  The  grocery 
bill  goes  up,  the  cost  of  clothes  climb, 
the  paper  bill,  magazines,  plays  and 
movies  all  cost  more,  and  membership 
in  many  organizations  has  doubled.  Our 
national  association  has  increased  serv¬ 
ices  during  this  time,  scheduling  more 
institutes  and  regional  conferences,  and 
has  printed  pamphlets  and  instructional 


material  along  with  the  increase  in  size 
of  the  magazine.  Now  it  has  become 
absolutely  necessary  to  pull  in  our  pages 
and  cut  extra  words  until  next  summer 
at  the  convention  when  you  will  be  given 
an  opportunity  to  express  your  wishes: 
are  we  to  continue  curtailing  services  or 
shall  we  increase  the  dues? 

We  don’t  want  to  lose  any  of  the  fine 
features  of  the  magazine.  We  want  to 
give  all  secretaries  some  of  the  excellent 
ideas  of  state  chapters;  we  want  to  bring 
in  each  issue  articles  by  important  edu¬ 
cators;  we  want  to  print  work  of  our 
own  secretaries  when  something  is  pro¬ 
duced  we  believe  worth  your  reading.  In 
this  issues  we  are  carrying  a  feature 
article  by  Mrs.  Rachel  Maynard  which 
we  think  will  spark  your  interest  in  the 
usual  around  you.  In  the  spring  you  are 
going  to  hear  from  two  secretaries  who 
travelled  to  Europe  last  summer,  and 
another  who  journeyed  to  South  Amer¬ 
ica.  There  will  be  other  material  you  will 
enjoy  as  you  make  your  plans  for  sum¬ 
mer  travel. 

In  this  number  of  the  magazine  we 
have  pondered  further  the  idea  of  pro¬ 
fessional  development,  we  have  consid¬ 
ered  what  part  extra-curricular  activities 
play  in  the  ideal  person,  we  have  looked 
to  the  school  secretary  in  other  lands  to 
compare  her  duties,  training,  and  com¬ 
pensations  with  ours. 

You  are  invited  to  turn  the  pages  and 
read  the  thoughts  behind  the  twinkling 
eyes  and  proud  smile  of  the  wearer  of 
the  new'  suit. 

Mary  and  Mane. 


ABOUT  OUR  AUTHORS 


After  the  year  1953  DR.  CECIL  PUC¬ 
KETT  will  be  known  by  dozens  of  edu¬ 
cational  secretaries  from  coast  to  coast. 
Dr.  Puckett  has  been  working  with  Mar¬ 
tha  Luck  and  other  representatives  of  our 
national  association  for  months  in  prep¬ 
aration  for  the  1953  convention  and 
institute  at  the  University  of  Denver  as 
he  is  dean  there  of  the  College  of  Busi¬ 
ness  Administration.  He  knows  much 
about  us  and  our  plans  and  hopes  in 
professional  standards;  through  his  pen 
and  his  picture  in  the  NATIONAL  EDU¬ 
CATIONAL  SECRETARY,  we  want  to 
introduce  him  to  you  in  a  prevue  of  the 
summer  institute  feature. 

In  the  midwest  at  Indiana  University 
Dr.  Puckett  was  granted  the  M.  S.  in 
Education  and  he  taught  business  sub¬ 
jects  at  Rushville  and  Shelbyville  in  that 
state,  then  held  an  assistant  professor¬ 
ship  at  Ball  State  Teachers  College  at 
Muncie  before  going  to  the  University 
of  Colorado  at  Boulder  to  earn  the  Ph.D. 
degree.  He  went  to  the  University  of 
Denver  as  a  professor  of  business  educa¬ 
tion  and  since  1948  has  been  dean  of  the 
College  of  Business  Administration. 

He  has  been  president  of  the  United 
Business  Education  Association,  the  Na¬ 
tional  Council  for  Business  Education, 
and  the  department  of  business  educa¬ 
tion  of  the  National  Education  Associa¬ 
tion.  His  membership  in  professional 
organizations  include:  National  Educa¬ 
tion  Association,  United  Business  Edu¬ 
cation  Association,  National  Business 
Teachers  Association,  Colorado  Educa¬ 
tion  Association,  American  Marketing 
Association,  Colorado  School  Masters 
Club,  Phi  Delta  Kappa,  Pi  Omega  Pi, 


Delta  Pi  Epsilon,  Delta  Sigma  Pi,  Beta 
Gamma  Sigma,  and  Civitan  Service  Club. 
In  1950-51  he  was  chairman,  and  now  is 
deputy  chairman,  of  the  Board  of  Direc¬ 
tors,  Denver  Branch  of  Federal  Reserve 
Bank  of  Kansas  City. 

You’ll  find  Dr.  Puckett  listed  in  Lead¬ 
ers  in  Education,  Who’s  Who  in  America, 
and  Who’s  Who  in  the  West.  He  has 
contributed  to  educational  magazines 
and  has  written  several  books.  We  are 
proud  that  he  would  take  time  from  his 
busy  day  to  write  for  the  school  secre¬ 
taries.  We  hope  you  will  plan  now  to  go 
to  Denver  next  summer  and  meet  him 
in  person. 

RACHEL  MAYNARD  is  the  living  ex¬ 
ample  of  the  philosophy  she  advocates — 
always  be  learning  something  new  and 
you  will  be  happy.  Just  now  she  has 
joined  the  Toastmistress  Club  for  she 
wants  to  learn  to  speak  easily  and  con¬ 
fidently  before  any  crowd;  she  hoped  to 
have  an  oil  painting  in  the  Tucson  In¬ 
dependent  Artists’  showing  in  January. 
She  writes,  she  paints,  she  sews,  she 
snaps  pictures — all  hobbies  learned 
through  the  last  few  years.  She  is  in  the 
midst  of  a  project  of  reading  about  the 
Revolutionary  War  and  has  read  every¬ 
thing  she  can  find  covering  that  period 
in  history.  Her  question  is  not  “What 
is  there  to  do?”  but  rather  “Which  new 
thing  shall  I  do  next?” 

Since  1937  Mrs.  Maynard  has  been  on 
the  staff  of  the  University  of  Arizona’s 
College  of  Business  where  she  is  secre¬ 
tary  to  the  dean,  manager  of  the  office 
and  supervisor  of  four  assistants,  coun¬ 
selor  and  advisor  of  college  seniors.  She 
taught  at  the  Lamson  Business  College 
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in  Phoenix  after  graduation  from  the 
University  of  Arizona  in  1935  with  the 
Bachelor  of  Arts  degree  and  a  major  in 
English. 

Arizona  state  association  president 
for  two  years,  she  has  been  active  on 
state  committees  and  has  attended  na¬ 
tional  conferences  and  institutes  at 
Berkeley,  Detroit,  and  Chicago — at  the 
first  two  she  acted  as  group  discussion 
leader. 

A  home,  a  husband,  and  a  fourteen 
year-old  daughter  get  their  share  of  Mrs. 
Maynard’s  time.  Your  editors  believe  you 
will  enjoy  her  article  on  “What’s  New 
With  You?’’  and  we  believe  you,  too, 
will  be  joining  the  next  hobby  group 
that  comes  your  way. 

FLORENCE  I.  OTIS,  inspiration  to 
scores  of  would-be  journalists,  is  music¬ 
ian,  educator,  writer,  lecturer,  amateur 
photographer,  and  the  perfect  repre¬ 
sentative  in  any  foreign  country  of  the 
American  way  of  life. 

She  loved  to  travel,  and  while  teaching 
at  Proviso  Township  high  school  in  May- 
wood,  Illinois,  and  acting  as  supervisor 
of  publications.  Miss  Otis  explored  areas 
of  the  United  States  during  vacations, 
and  one  summer  journeyed  to  Europe. 
Then,  when  most  people  would  want  to 
settle  comfortably  in  the  easy  chair  to 
watch  'TV,  this  energetic  individual 
started  to  teach  her  way  around  the 
world.  She  went  to  Hawaii  and  taught 
for  three  years  at  St.  Andrew’s  Priory 
in  Honolulu  and  learned  to  know  their 
mixed  races  of  interesting  children.  The 
next  stop  was  Japan  where  at  Kobe 
College  she  is  lecturer  and  teacher. 


Miss  Otis  took  special  graduate  work 
in  the  field  of  journalism  at  the  Pulitzer 
School  at  Columbia  University,  at  the 
University  of  California,  and  at  North¬ 
western  University  after  she  had  earned 
an  A.M.  at  the  University  of  Michigan 
and  the  A.B.  at  Oberlin  College.  The 
high  grade  of  work  she  did  is  evidenced 
by  her  Phi  Beta  Kappa  key. 

With  her  study  of  literature,  her  in¬ 
terest  in  travel,  with  her  wit,  her  under¬ 
standing  of  educational  systems,  and 
with  her  interpretation  of  people  through 
her  pen,  your  editors  have  asked  her  to 
share  experiences  of  school  secretaries 
with  you,  knowing  her  evaluation  of  the 
job  would  be  candid  and  concise. 

PATRICIA  KALE’S  major  interest  for 
seven  years  was  commercial  art  as  ap¬ 
plied  to  advertising.  Evenings  she 
studied  lettering,  layout,  illustration  and 
design  at  several  art  schools  in  Chi¬ 
cago  while  working  for  art  studios  and 
advertising  agencies.  She  says  she 
found  greatest  satisfaction  and  subse¬ 
quent  success  in  the  area  of  lettering 
and  graphic  arts  design. 

However,  an  increasing  interest  in 
practical  and  academic  aspects  of  psy¬ 
chology  led  Patricia  to  Northwestern 
University  where  by  day  she  is  super¬ 
visory  clerk  of  the  mailing  department 
on  the  downtown  campus  and  by  even¬ 
ing  she  attends  classes  to  complete  her 
Bachelor  of  Philosophy  degree  in  psy¬ 
chology.  She  plans  to  get  the  masters 
degree  before  stopping  work  there. 

Patricia  says  she  finds  her  work  varied 
and  interesting  and  often  sketches  for 
several  publications  of  which  the  most 
enjoyable  are  those  depiciting  Nancy 
National’s  activities. 
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THE  SECRETARY,  TOO,  MUST  GROW! 

Cecil  Puckett,  Dean 
College  of  Businese  Administration 
University  of  Denver 
Denver,  Colorado 


It  would  seem  trite 
to  attempt  to  review 
the  progress  that 
has  been  made  in 
educational  service 
over  the  past  half 
century.  Each  for¬ 
ward  step  has  niade 
necessary  the  addi¬ 
tion  of  t  r  a  i  n  ed 
personnel  such  as 
doctors,  nurses,  visiting  teachers,  build¬ 
ing  specialists,  librarians,  student  coun¬ 
selors,  speech  clinicians,  and  specialists 
in  visual  education.  Each  gfroup  has 
taken  its  place  beside  the  classroom 
teacher  in  importance,  and  specialized 
training  has  tended  to  make  the  service 
performed  by  each  of  maximum  value  to 
the  educational  program. 

Because  of  the  complexity  and  expand¬ 
ing  responsibilities  of  the  schools,  doc¬ 
tors,  dentists,  and  nurses  have  been 
added  to  the  staff  to  provide  greater 
protection  to  the  health  of  the  children. 
Specialists  in  student  counseling,  visual 
education,  librarianship,  and  clinical 
speech  work  supplement  the  regular 
classroom  work  of  the  teachers.  Engi¬ 
neers  have  been  employed  to  study  the 
physical  problems  of  location  and  con¬ 
struction  of  buildings,  and  to  service  the 
technical  equipment  which  is  increas¬ 
ingly  necessary  to  the  operation  of  a 
modern  school  system.  The  no  less  im¬ 
portant  problems  relating  to  public 
relations  and  the  budget  have  reipained 
pretty  much  under  the  direct  supervision 
of  the  office  of  the  school  administrator. 
It  is  with  these  direct  problems,  as  well 
as  the  indirect  problems  which  have 
been  assigned  to  specialists,  that  the 
superintendent  must  concern  himself  and 
with  which  he  must  have  help.  He  must 
have  someone  who  knows  the  details  as 
well  as  or  better  than  he  himself. 

The  nation’s  schools  have  become  “big 
business.”  Almost  a  third  of  the  popula- 


in  some  sort  of  educational  institution. 
Billions  of  dollars  are  being  spent  an¬ 
nually  on  school  buildings,  equipment, 
supplies,  and  the  salaries  of  teachers, 
administrators,  and  non-teaching  per¬ 
sonnel.  School  administrators  no  longer 
have  the  time  to  give  to  details,  but  like 
administrators  and  executives  in  the 
fields  of  business  and  industry,  they 
must  devote  their  attention  to  policy¬ 
making,  to  public  relations,  and  to  the 
financial  problems  of  the  organization. 
As  these  problems  have  increased  in 
complexity  and  in  magnitude,  the  school 
administrator  has  had  to  turn  to  others 
for  help,  not  only  with  detail,  but  also 
with  the  larger  problems  with  which  he 
is  faced. 

As  public  relations  become  increas¬ 
ingly  important,  budget  problems  grow 
more  complex,  and  curriculum  expansion 
to  meet  the  needs  of  an  expanding  social 
and  economic  order  becomes  necessary, 
the  burden  has  increased  so  greatly  that 
no  one  person  can  carry  the  load 
alone.  As  these  problems  have  multiplied 
the  school  administrator  has  naturally 
turned  to  the  person  who  occupies  the 
desk  closest  to  him — his  stenographer. 

There  are  conflicting  opinions  as  to 
the  dividing  line  between  a  stenographer 
and  an  office  secretary.  Basically,  the 
skills  of  shorthand  and  typewriting  are 
important  to  both;  but  while  the  ability 
to  take  down  and  transcribe  accurately 
and  rapidly  may  be  all  that  is  needed 
to  qualify  as  a  stenographer,  the  work 
of  the  secretary  goes  far  beyond  that. 
She  must  have  a  background  of  informa¬ 
tion  in  the  fields  of  human  relations, 
economics,  humanities,  science,  social 
science,  business  and  many  others  upon 
which  she  can  draw.  She  must  be  able 
to  draw  upon  her  educational  background 
and  experience  if  she  is  to  take  over  the 
number  one  position  next  to  the  super¬ 
intendent.  Not  only  must  she  be  able  to 
keep  accurate  records,  file  and  recall 
important  documents,  and  handle  other 
routine  office  responsibilities,  she  must 
also  be  qualified  to  answer  questions 
intelligently,  compose  letters,  offer  sound 


tion  of  the  entire  country  is  now  enrolled  advice  to  the  superintendent,  and  gain 


the  confidence  of  the  public  to  the  extent  failed  to  do  so,  of  course,  have  been 
that  there  will  be  no  feeling  of  need  to  eliminated  and  replaced  by  younger  and 
take  every  minor  question  beyond  her.  better  prepared  individuals.  Many  have 


Over  the  years,  many  school  secre¬ 
taries  have  moved  into  those  positions 
from  stenographic  jobs.  They  began 
work  when  college  credit  and  college 
degrees  were  not  considered  necessary, 
and  when  the  simplicity  of  the  super¬ 
intendent’s  position  did  not  call  for 
added  help  beyond  stenographic  com¬ 
petency.  Years  of  experience  in  the 
position,  maturity,  and  mental  ability 
which  enabled  the  stenographer  to  apply 
that  experience  to  problem  solving,  have 
enabled  her  to  advance  into  and  succeed 
in  the  secretarial  position  as  added  re¬ 
sponsibilities  were  assigned  to  her. 

Greatest  admiration  is  due  those  who 
have,  without  the  benefit  of  college 
training,  kept  pace  with  the  advancing 
complexity  of  the  modern  school  system, 
and  have  equipped  themselves  from  day 
to  day  with  the  knowledge  necessary  to 
perform  efliciently.  Those  who  have 


established  their  own  libraries  thus  pro¬ 
viding  a  reservoir  of  material  which  has 
enabled  them  to  “keep  up.”  Others  have 
subscribed  to  professional  magazines  and 
enrolled  in  professional  associations  in 
order  to  take  advantage  of  the  experi¬ 
ence  of  others  through  professional 
meetings  and  professional  literature. 
Many  who  have  found  themselves  out¬ 
side  the  influence  of  a  college  campus 
have  enrolled  in  college  extension 
courses  or  in  evening  campus  courses 
when  possible,  and  continued  to  work 
toward  a  college  degree.  In  recent  years 
many  have  taken  advantage  of  intensive 
workshops  and  institutes  organized  on 
college  campuses  throughout  the  nation. 

All  of  these  methods  used  by  the 
educational  secretary  for  self-improve¬ 
ment  are  important  means  of  improving^ 
efficiency  in  the  position  and  it  is  up 
to  the  educational  secretary  to  deter- 


mine  which  will  give  her  the  greatest 
return  in  increased  efficiency  and  self- 
satisfaction.  It  is  altogether  possible  that 
she  may  take  advantage  of  more  than 
one,  because  one  supplemented  by  the 
other  makes  for  more  workable  applica¬ 
tion  of  theory  to  practice. 

If  the  educational  secretary  is  to  be 
of  maximum  value  to  the  superintendent 
and  to  other  school  officials  she  should 
be  constantly  striving  toward  self- 
improvement  without,  of  course,  the  sac¬ 
rifice  of  health.  Vacations  are  necessary 
for  the  relief  of  physical  and  mental 
strain.  It  is  possible,  however,  to  com¬ 
bine  the  two,  particularly  when  selecting 
the  summer  workshop  or  institute  where 
dozens  of  other  secretaries  from  various 
states  come  together  to  work,  to  play, 
and  to  exchange  ideas  of  mutual  interest 
during  all  kinds  of  daily  activity. 


That  is  what  the  officers  of  the  Na¬ 
tional  Association  of  School  Secretaries 
had  in  mind  when  they  originated  the 
series  of  workshops  and  institutes  in 
cooperation  with  accredited  universities. 
They  wanted  the  members  of  their  pro¬ 
fession  to  have  the  opportunity  to  work 
together  to  be  able  to  make  new  friends, 
to  be  able  to  exchange  ideas,  to  gather 
information  of  direct  benefit  to  them  in 
their  jobs,  to  relax  from  the  tensions  of 
daily  routine,  and  to  acquire  college 
credit  if  it  is  needed  or  desired.  They 
are  to  be  congratulated  for  the  foresight 
they  have  employed  in  organizing  this 
type  of  educational  and  recreational  ac¬ 
tivity  for  the  members  of  their  profes¬ 
sion.  And  it  is  to  these  objectives  that 
the  University  of  Denver  has  dedicated 
itself  in  the  1953  institute  to  be  held 
on  the  campus  of  the  University  of 
Denver  from  July  27-31,  1953. 


-Thank  You!— 

For  your  many  courtesies  to  our  sales  representatives  dur¬ 
ing  the  past  year  we  are  very  grateful  to  you.  School 
Secretaries. 

We  shall  do  everything  in  our  power  to  see  that  our  pleasant 
relations  with  you  continue  on  the  same  happy  plane  in  1953. 
And  everyone  at  Ginn  and  Company  hopes  that  life’s  sunshine 
will  be  with  you  all  throughout  the  new  year! 


Sales  Offices: 

New  York  11 
Chicago  16 
Atlanta  3 


Dallas  1 
Columbus  16 
San  Francisco  3 
Toronto  5 


Home  Office:  Boston 


When  dealing  with  our  advertisers,  please  mention  the  Nat.  Educational  Secretary. 


WHAT'S  NEW  WITH  YOU? 


RACHEL  MAYNARD 

Secretary,  College  of  Business  and  Public  Administration 
University  of  Arizona 
Tucson,  Arizona 


Once  upon  a  time  there  was  a  gal  who 
decided  that  she  would  be  an  Old  Maid, 
but  not  the  usual  kind  of  ancient  maiden 
lady.  She  wanted  to  have  a  good  time, 
have  many  friends,  and  be  An  Interest¬ 
ing  Person.  So  she  embarked  on  her 
“Year  "Plans.”  One  year  she  took  a 
course  in  oil  painting;  then  she  acquired 
a  handiness  with  saw  and  hammer  and 
built  her  own  house.  For  several  years 
she  raised  and  raced  thoroughbred 
horses.  The  Travel  Year  took  her  to 
Hawaii  and  South  America  and  led  into 
the  Photography  Session.  A  year  or  so 
ago  she  learned  to  fly,  pilots  her  own 
plane.  Right  now  she  is  writing  a  book 
about  her  adventures. 

The  point  of  this  illustration  is  that 
here  was  a  woman  who  did  something 
new.  She  pulled  herself  out  of  her 
dull  work-day  rut  and  in  so  doing  made 
herself  a  Real  Person.  Indeed,  her 
many  friends  say  that  Faye  is  quite  a 
Personage. 

What  new  project  are  you  planning 
for  this  year?  What  are  you  doing  to 
make  yourself  an  interesting  individual, 
someone  that  other  people — and  your¬ 
self — like  to  live  with?  What  are  you 
going  to  do  this  year  to  progress  in 
your  job?  What  are  you  planning  to 
do  that  you  have  never  done  before? 
What’s  new  with  you? 

You  will  agree  that  you  cannot  stand 
still  in  your  job  situation :  either  you  slip 
backward,  getting  rusty  and  foggy;  or, 
you  step  forward,  mastering  the  details 
and  routines  of  your  job  so  well  and 
efficiently  that  you  have  the  time  and 
ability  to  take  on  more  responsibilities 
or  to  learn  a  new  job.  If  you  intend  to 
be  promoted  either  in  title  or  in  salary, 
your  must  grow  better  and  better  in 
your  job.  You  must  go  forward. 

In  your  personal  life  you  can  grow 
old,  or,  you  can  grow  young.  Chronologi¬ 
cally,  your  birthdays  are  inevitable,  but 
your  mind  and  spirit  do  not  have  to  age. 
Nowadays  you  do  not  have  to  have  gray 
hair  if  you  do  not  want  to;  there  are 


rinses  on  the  market  to  eliminate  the 
gray  in  your  hair.  There  are  ways  ta 
eliminate  the  grayness  of  your  mind  and 
spirit  too. 

The  secret  in  regard  to  yourself  is: 
do  something  new  and  different.  Learn 
some  new  technique.  Take  up  a  new 
hobby.  Gain  a  new  interest  each  year. 
Don’t  do  the  old  things  the  same  way 
all  the  time.  Do  ’em  differently.  Change 
your  mind.  Change  your  personality.  Be 
new  and  different. 

The  secret  in  regard  to  your  job  is: 
Learn  to  do  new  things.  Do  the  old 
things  better.  Question  the  old  routines. 
Because  you  have  done  such  and  such 
this  way  for  40  years,  need  you  con¬ 
tinue  to  do  thus  and  so  now?  Add  to 
your  technical  knowledge  and  skill. 

“The  trouble  is,”  wailed  a  secretary 
I  know,  “all  this  self-improvement  costs 
so  much.”  It  all  depends  upon  your  sys¬ 
tem  of  bookkeeping.  Oftentimes,  the  in¬ 
trinsic  value  received  far  exceeds  the 
money  cost;  there  is  no  monetary  price- 
tag  on  personal  happiness  and  satisfac¬ 
tion.  If  it  makes  you  happy  and  increases 
the  worth  of  your  private  self,  then  it  is 
well  worth  while  and  the  monies  in¬ 
vested.  After  all,  you  are  entitled  to 
spend  some  money  on  yourself. 

Truly,  though,  you  can  start  these  new 
projects  on  even  a  modest  budget.  With 
a  new  hairdo  and  a  pair  of  high  heeled 
shoes  you  walk  proudly  with  head  high 
and  eyes  a-sparkle.  You  look  new  and 
you  feel  new.  The  actual  dollars  and 
cents  is  not  too  much  to  pay  for  such 
a  “swish”  feeling.  Consider  the  great 
satisfactions  accruing  to  fatties  from  a 
good  diet  well  followed  and  a  course  in 
spot  reducing.  Or,  maybe  a  manicure 
each  week  at  the  beauty  parlor  will 
make  you  feel  like  a  queen.  Why  don’t 
you  buy  that  expensive  powder-blue 
suit?  You’ll  never  feel  dumpy  in  that! 

Have  you  considered  reading  all  you 
can  about  some  topic?  Books  from  the 
public  library  cost  nothing.  Maybe  you 


like  music.  What  have  you  read  lately 
on  composers,  modem  music? 

Do  you  have  a  hobby?  Do  you  collect 
things?  Do  you  grow  flowers?  How 
about  bowling  with  the  gang  every 
Tuesday?  Can  you  sew?  How  about 
leather  work?  Have  you  limbered  up 
that  Brownie  camera  lately?  Did  you 
know  that  one  of  the  hobbies  of  the 
editor  of  this  magazine  is  making  fancy 
Christmas  candies?  If  you  don’t  ride  a 
hobby,  pick  one  out,  get  some  instruc¬ 
tion,  read  or  learn  all  you  can  about  it, 
and  it's  “Heigh-ho  hobby  horse!”  for  you. 
You’ll  And  other  people  who  ride  the 
same  trail.  Join  a  hobby  club.  Or  change 
to  a  new  hobby.  The  only  trouble  with 
hobbies  is  that  they  take  you  over;  you 
become  so  absorbed  in  your  off-work 
pursuits  that  you  scarcely  have  time  to 
keep  up  with  your  housework. 

Take  a  class  at  night  school.  Take  any 
class — Spanish,  Greek,  psychology,  oflSce 
machines,  physical  therapy,  first  aid,  hat 
making — whether  connected  with  your 
job  or  not.  Of  course,  there  is  some 
discipline  due  in  the  preparation  of  your 
lessons,  but  the  feeling  of  satisfaction 
and  the  widening  of  the  horizons  of  your 
knowledge  more  than  compensate  for 
the  time  spent. 

Frankly,  have  you  lost  your  speed  in 
shorthand?  Wish  you  knew  more  about 
bookkeeping?  Really,  should  you  learn 
to  operate  the  switchboard?  Well,  why 
don’t  you?  Night  schools  abound  in 
technical  courses  at  low  cost. 

Each  year  you  should  read  a  new 
book  on  secretarial  efficiency,  or  office 
management  or  filing,  or  handling  chil¬ 
dren,  or  getting  along  with  people.  Read 
it  and  think  about  it,  that  is.  And  read 
magazines  in  technical  fields  such  as 
Office  Management,  Systems,  Methods, 
the  Gregg  Company  publications,  edu¬ 
cational  journals  that  your  educator 
receives. 

Then,  you  might  join  an  organization: 
a  women’s  service  club,  the  YWCA, 
League  of  Women  Voters,  a  business 
sorority,  a  church  club.  You  meet  new 
friends  this  way  and  this  keeps  you  from 
getting  old. 

In  this  connection,  let  me  give  you  the 
pitch  on  joining  your  professional  organ¬ 
ization,  our  own  school  secretaries’  asso¬ 
ciations.  the  local  or  city  group,  the 
state  or  district  group,  and,  of  course, 
the  National  Association  of  School  Sec¬ 
retaries. 

Well  known  is  the  emphasis  in  educa¬ 
tional  dries  on  professional  organiza¬ 
tions.  Educators  and  teachers,  almost 


unanimously,  belong  to  their  professional 
groups,  on  the  local,  state,  and  national 
levels.  Your  administrator  will  be  pleased 
that  you  belong  to  your  own  professional 
organization. 

Purposes  of  professional  organizations 
vary  in  instructing  their  members  in  the 
newest  and  latest  ideas  in  the  field,  in 
bettering  the  techniques  already  in  use, 
and  in  providing  the  mental  stimulation 
that  comes  from  closer  acquaintance  and 
contact  with  other  workers  in  the  same 
endeavors. 

As  a  reader  of  this  article,  no  doubt 
you  are  a  member  of  the  National  Asso¬ 
ciation  of  School  Secretaries.  But  are 
you  a  do-er  or  just  a  sitter?  Frankly, 
are  you  getting  your  true  dividends  from 
the  money  you  have  spent  in  dues?  You 
can  pay  your  dues  in  any  organization 
and  display  the  visual  signs  of  member¬ 
ship,  but  what  value  are  you,  yourself, 
getting?  Active  participation,  active  in¬ 
terest,  and  an  active  voice  bring  you  a 
greatly  increased  harvest.  Your  school 
secretaries’  association  is  one  of  the  best 
answers  to  the  question,  “What  new 
thing  am  I  going  to  do  this  year?” 

If  you  are  a  shy  creature,  probably 
the  first  step  is  to  join  the  school  secre¬ 
taries’  group  in  your  own  school  system 
or  city.  You  meet  other  school  secre¬ 
taries  and  suddenly  collect  a  dividend: 
that  bothersome  problem  of  where  to  file 
those  special  communiques  from  the 
Board  of  Education  is  solved  in  a  con¬ 
versation  over  the  luncheon  table  with  a 
secretary  from  another  school.  Or  if  you 
have  no  local  group,  start  one!  Maybe 
hardy  souls  are  planning  an  in-service 
training  course  or  a  workshop  and 
bravely  you  decide  to  go.  You  learn 
something  new!  You  return  to  your  office 
and  tackle  snarled  situations  with  an 
assured  feeling  instead  of  one  of  baffle¬ 
ment.  You  have  stepped  forward.  You 
have  done  something  new. 

Having  taken  the  initial  step,  you  find 
it  easier  to  go  to  a  state  convention  or 
annual  meeting  of  your  state  group.  Or, 
if  the  meeting  is  planned  for  your  own 
city,  you  find  yourself  volunteering  to 
help  with  the  arrangements.  A  group  of  r 
secretaries  having  gone  through  the 
rigors  of  planning  and  executing  a  suc¬ 
cessful  workshop  will  for  evermore  have 
a  close  feeling  of  comradeship.  You  are 
stepping  forward  again. 

If  you  have  never  attended  a  national 
convention  of  the  National  Association 
of  School  Secretaries  or  gone  to  one  of 
the  national  institutes  and  workshops 
announced  each  summer  for  various 
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parts  of  the  country,  RESOLVE  to  do  so 
now.  Here,  made  to  order,  is  the  perfect 
solution  to  doing  something  new  this 
year  for  the  good  of  your  personal  self 
and  for  learning  new  ideas  and  tech¬ 
niques  for  the  good  of  your  professional 
self.  Nowhere  else  can  you  have  such 
a  vacation  with  such  benefits.  After¬ 
wards  you  will  wonder  why  you  have 
been  missing  all  this  fun  for  so  long. 

Count  off  the  prizes  you  win  in  going 
to  a  national  convention  or  workshop. 
First,  you  may  travel  to  an  unknown- 
to-you  city  or  a  new  part  of  the  country. 
It  is  so  easy  to  learn  your  way  around 
the  new  city  and  to  see  the  interesting 
things;  chartered  busses  are  arranged 
for  most  of  the  planned  tours  or  the 
whole  gang  travels  together.  You  sight¬ 
see,  not  alone,  but  in  a  group;  and  the 
committee  on  arrangements  always 
makes  sure  that  you  see  the  biggest 
attractions  of  the  convention  city. 

You  make  friends.  How  easily  you 
make  new  friends  at  one  of  these  na¬ 
tional  meetings!  You  always  wear  your 
name  tag;  you  remember  or  read  other 
people’s  names  and  other  people  read  or 
remember  yours.  Before  you  know  it, 
you  are  a  group  of  ten  or  twelve  chat¬ 
tering  females  going  to  lunch,  walking 
to  class,  arguing  over  coffee,  cutting 
classes  to  see  some  point  of  interest  or 
to  go  shopping.  How  you  enjoy  the  fun 
side  of  a  convention,  the  talks  over  the 
dinner  table,  the  gab-fests  at  midnight! 

At  the  general  sessions,  you  hear  some 
of  the  country’s  best  speakers.  How  the 
girls  who  arrange  these  workshops 
always  manage  to  find  such  superb 
speakers  is  a  wonder,  but  you  always 
hear  the  best. 

Then  you  go  to  classes,  small  discus¬ 
sion  groups  on  some  subject  that  par¬ 
ticularly  interests  you:  standards,  man¬ 
uals,  in-service  training,  filing,  office 
procedure.  You  state  your  own  thoughts 
and  ideas  and  listen  to  what  some  other 
secretary  contributes.  Without  exception, 
you  learn  something  new,  discover  new 
ways  of  doing  old  things,  find  some 
problem  solved.  I  really  can’t  say 
whether  the  fun  side  or  the  learning  side 
of  these  conventions  and  workshops  is 
the  greatest,  but  everyone  is  always 
sorry  to  say  goodbye. 

I  have  been  to  three  national  meetings 
and  one  regional  conference  and  can  tell 
you  for  a  certainity  that  the  after-effects 
are  always  the  same.  You  return  to  your 
job,  ready  to  roll  up  your  sleeves  and 
plunge  into  the  problems  that  you  have 
been  hiding  in  the  work  basket  for  so 


long.  You  return  to  your  job  with  vim 
and  sparkle,  and  your  boss  and  col¬ 
leagues  always  notice  it.  Now  you  find 
it  easier  to  do  the  new  things,  to  step 
forward  personally  and  professionally. 
You  look  over  your  snapshots  of  the 
workshop  and  decide  to  get  that  new 
camera  and  join  a  camera  club  and  have 
something  to  show  for  next  year’s  pic¬ 
tures.  You  buy  the  latest  secretarial 
handbook  and  renew  your  secretarial 
techniques;  that  efficiency  exchange  class 
tickled  your  curiosity.  At  last  you  are 
audacious  enough  to  plunge  into  the 
messy  filing  system  and  really  solve  the 
question  of  folders-and-tabs.  You  lay  on 
your  employer’s  desk  the  manual  of  pro¬ 
cedure  for  the  office  clerks,  written  down 
at  last.  You  invite  that  new  secretary 
down  the  hall  to  lunch.  There  are  so 
many  things  buzzing  in  your  mind  that 
you  can  hardly  choose  which  new  thing 
you  will  do  this  year. 


But,  you  sally  out  to  buy  a  new  piggy 
bank,  mark  it  “Next  summer’s  work¬ 
shop’’  and  start  tucking  in  your  dimes. 
Once  you  have  been  to  a  national  work¬ 
shop,  you  just  have  to  go  again ! 


#  ALL  THE  TOOLS 
k  for  CLEANING 


SCHOOLS 


Floor  Bruxhes 
Fllivr  Brooms 
Wet  Mops 
I  try  Mops 
'  Launderalile 
Sweeping  Mops 
Bonch  Brushes 
Faint  Brushes 
Cotton  Du.sters 
Scrub  Brushes 
Toilet  Brushes 
Test  Tube  Brushes 


•  Bottle  Brushes 

•  Tumbler  Brushes 

•  Window  Brushes 

•  Venetian  Blind 

Brushes 

•  Itudiator  Brushes 

•  Wall  Brushes 

•  Siiueegees 

•  Fhair  Waxes 

•  Wax  Applicators 

•  Polishes 

•  .\ll  Purpose  Cleaner 


Write  today  to 

INDUSTRIAL  DIVISION 

The  FULLER  BRUSH  Co. 

3548  Main  St.,  Hartford  2,  Conn. 


ff  tfiese  v/ere  i^our  fiands... 


If  you  type  for  a  living,  you  most  certainly  de¬ 
serve  the  advantages  of  an  IBM  Electric  Tjrpe- 
writer.  Nothing  compliments  your  tjrping  skill 
more— than  this  fine  writing  instrument.  So  easy 
to  use.  So  productive  of  beautiful  work.  So 
saving  of  your  time  and  energy— and  your  com¬ 
pany’s  money.  For  colorful  brochure  and  dem¬ 
onstration,  write  IBM,  Dept.  K,  590  Madison 
Avenue,  New  York  22. 


WHY  IS  A  SCHOOL  SECRETARY? 


FLORENCE  I,  OTIS  ' 
Gueat  Lecturer 
Kobe  College 
Niahinomiya,  Japan 


To  paraphrase 
Gertrude  Stein’s 
statement,  “A  rose 
is  a  rose  is  a  rose,” 
one  might  declare 
that  a  secretary  is 
a  secretary  is  a 
secretary,  without 
danger  of  being  con¬ 
tradicted.  No  dic¬ 
tionary  gives  an 
f  adequate  definition;  every  one  consulted 
i  includes  two  or  three  etc.’s  in  enumerat- 
;  ing  the  functions,  duties,  and  activities 
'  appertaining  to  the  position  of  secretary. 

'  The  reason  is  obvious:  there  are  too 
•  many  to  be  included  within  the  covers 
of  one  book. 

The  genus  school  secretary  has  grown 
and  developed  astonishingly  within  the 
past  few  decades,  paralleling  the  growth 
and  development  of  the  schools  them¬ 
selves.  Having  her  origin  some  years 
j  ago  in  the  position  of  private  secretary 
f  to  the  principal  or  superintendent  of  the 
school,  she  has  enlarged  the  range  of 
y  her  activities  far  beyond  those  of  serving 
as  amanuensis  and  receptionist  for  one 
|j  man  m  a  private  office.  The  principal, 
I  in  self-defense,  still  has  a  private  secve- 
»  tary;  but  the  school  secretary  holds  forth 
out  in  the  main  office,  not  infiequenily 
with  several  clerks  under  her  super- 
vision.  At  one  time  a  high  school  grad- 
li  uate  who  had  had  a  year  or  two  in  a 
business  college  and  possessed  an  accept¬ 
able  personality  could  qualify  for  the 
job;  professionally  she  was  of  a  lower 
order  than  the  teachers,  and  her  salary 
— or  wages- -came  in  a  different  cate¬ 
gory.  Today  the  office  secretary  in  a 
metropolitan  high  school  is  likely  to 
have  a  college  degree  or  two,  an  extra 
I;  diploma  or  certificate  testifying  to  spe¬ 
lls  cial  training  in  secretarial  work,  and  a 
p  salary  worthy  of  her  training.  And  if 
i  you  think  that  either  she  herself  or  any- 
I  body  else  in  the  institution  regards  her 
L  as  an  inferior,  you  haven’t  met  up  with 


the  type  as  I  happen  to  have  known  it 
in  a  large  suburban  high  school  in  the 
Middle  West. 

Merely  to  enumerate  what  are  taken 
for  granted  as  indispensable  qualities  in 
a  first-class  secretary  is  to  call  the  roll 
of  most  of  those  traits  regarded  as 
admirable,  both  personally  and  profes¬ 
sionally.  Whether  in  the  land  of  the 
more  or  less  free,  or  on  those  delightful 
islands  known  as  the  Paradise  of  the 
Pacific,  or  away  over  in  the  Land  of  the 
Rising  Sun,  school  secretaries  possess 
certain  well  defined  traits,  uninfiuenced 
by  race,  color,  creed,  or  previous  con¬ 
dition  of  servitude.  Teachers  may  have 
their  off-days;  their  emotional  cycle  may 
be  out  of  the  groove.  The  administrative 
head  may  have  had  a  run-in  with  his 
mother-in-law  and  may  be  at  odds  with 
the  universe  all  day.  But  the  school 
secretary  must  have  no  mercurial  up's 
and  down’s  in  her  temperament;  she  is 
not  permitted  the  luxury  of  an  emotional 
cycle. 

She  must  be  unfailingly  gracious  to 
every  one  who  steps  into  her  office,  and 
professionally  efficient  in  meeting  their 
wants  and  their  demands.  The  pompous 
VIP  who  braces  up  to  the  counter  with 
self-assurance  and  wants  to  see  the  boss 
at  once;  the  irate  parent  seeking  to 
protest  the  disciplinary  measures  re¬ 
cently  taken  concerning  his — or,  more 
often,  her — obstreperous  son;  promotors 
of  various  causes,  each  peculiarly  and 
particularly  important;  the  president  of 
the  Ladies’  Mutual  Aid  Society  who 
would  like  to  have  all  the  pupils  write 
an  essay  on  the  topic,  “Why  I  believe 
in  Mother’’:  the  pupil  who  has  proved 
too  much  for  the  common  or  garden 
variety  of  teacher  and  has  been  sent  to 
the  office  for  a  dressing-down;  inside 
teachers  with  special  requests;  outside 
teachers  and  sweet  girl  graduates  want¬ 
ing  to  file  application  blanks;  seniors 
asking  that  transcripts  of  their  grades 
be  sent  to  colleges  or  universities;  old 
grads  inquiring  about  former  teachers 
for  whom  they  now  cherish  a  genuine 
regard-  the  line  stretches  out  till  the 
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crack  o’Doom.  Even  when  her  feet  ache, 
even  when  her  head  reels,  the  secretary 
must  see  that  each  one  is  pleasantly 
greeted,  adequately  served,  and  made  to 
feel  that  his  personal  rights  are  given 
due  consideration. 

The  dictionaries  specify  ‘‘keeps  the 
records.”  That  in  itself  is  a  stupendous 
task  in  a  large  high  school.  The  record 
of  every  pupil  who  has  attended  the 
school,  no  matter  how  short  his  stay 
may  have  been  or  how  long  ago  he  may 
have  left  the  school,  must  be  on  file  and 
easily  accessible.  In  most  schools,  these 
records  include  items  about  extra¬ 
curricular  activities,  the  results  of  all 
tests  and  measurements  administered, 
estimates  of  personality  as  submitted  by 
teachers  and  supervisors,  and  pictures. 
Any  or  all  of  these  may  come  to  be  of 
vital  importance,  especially  in  case  of 
a  boy  killed  in  the  war.  Records,  creden¬ 
tials,  and  applications  of  all  teachers 
are  also  on  flle;  so  are  bulletins,  pro¬ 
grams,  and  other  printed  or  mimeo¬ 
graphed  material  issued  by  the  school 
during  the  years.  In  some  institutions 
records  of  faculty  meetings,  board  meet¬ 
ings,  and  other  such  events  are  in  the 
main  office;  in  others,  they  are  in  the 
private  office  of  the  principal.  Procedure 
varies  in  different  schools,  but  that  the 
main  office  is  the  first  place  to  inquire 
about  almost  anything  in  connection  with 
the  past,  present,  and  future  of  the 
school,  and  that  the  school  secretary  is 
the  presiding  genius  who  knows  where 
to  find  everything,  is  always  true. 

One  of  the  most  important  duties  of 
the  office  secretary — as,  indeed,  of  almost 
any  secretary — is  to  serve  as  shock- 
absorber  between  the  head  of  the  institu¬ 
tion  and  the  public — it’s  a  question  which 
more  needs  protection  against  the  other. 
There  are  days  when  the  powers  that  be 
should  be  allowed  as  much  privacy  as 
possible  if  they  are  to  accomplish  some 
of  their  most  important  business.  There 
will  always  be  some  persons  who  have 
no  legitimate  business  in  the  office  and 
should  be  ushered  out  quietly  and  effec¬ 
tively  without  being  allowed  to  infiict 
themselves  upon  any  hard-working  ad¬ 
ministrator.  Moreover,  there  are  times 
when  an  inoffensive  caller  needs  a  little 
protection — I  need  not  elaborate.  In  all 
these  cases,  it  is  the  office  secretary  who 
must  act  as  go-between  and  keep  every¬ 
body  happy.  But  to  keep  this  sort  of 
diplomacy  up  all  day  without  giving 
offense  and  without  losing  one’s  poise 
takes  a  special  sort  of  grrace  granted 


only  to  those  secretaries  who  live  right,  1 

The  National  Association  of  Educa-  ■ 
tional  Secretaries  is  said  to  be  on  the 
way  to  becoming  international,  with 
branches  already  in  Hawaii  and  in 
Canada.  I  hasten  to  suggest  that  any 
secretary  wishing  to  acquire  an  inter¬ 
national  flavor  in  a  short  time  cannot 
do  better  than  to  go  out  to  the  Cross¬ 
roads  of  the  Pacific.  The  island  secretary 
whom  I  knew  best  got  a  running  start 
on  the  problem  by  having  served  as  a 
missionary  to  China  for  many  years,  so 
she  was  able  to  speak  Chinese.  When  I 
Japanese,  Koreans,  Filipinos,  Puerto 
Ricans,  or  Hawaiians  tried  in  vain  to 
cope  with  the  idiosyncracies  of  the  Eng¬ 
lish  language,  she  could  always  summon 
some  pupil  to  act  as  interpreter.  The 
demands  upon  her  were  the  standard 
ones,  enlarged  by  the  fact  that  she  also 
served  as  bookkeeper,  the  school  being 
a  small  one.  She  was — and  is — in  a  very 
real  sense  the  connecting  link  between 
parents  of  many  nationalities  and  the 
school. 

This  week  I  had  my  first  contact  with 
a  public  school  secretary  here  in  Japan, 
over  in  one  of  the  large  high  schools  in 
the  city  of  Kobe.  Through  an  inter¬ 
preter  she  replied  to  my  questions  about 
her  education  and  her  work — her  well- 
groomed  appearance  and  courteous  man¬ 
ner  had  already  attracted  my  attention. 
Yes,  she  had  learned  typing  in  high 
school;  she  did  not  know  shorthand;  she 
had  learned  bookkeeping  by  working  for  j 
eight  years  with  a  commercial  firm,  and 
had  come  to  be  an  expert  in  the  use  of  L 
the  abacus,  that  oriental  device  for  com-  [ 
puting  which  is  almost  universally  used 
in  business  here  but  is  wholly  incom-  ! 
prehensible  to  a  casual  occidental  I 
observer.  She  has  been  a  school  secre-  I 
tary  for  three  years  now,  with  most  of 
the  regular  duties  common  to  all  secre¬ 
taries.  Salary?  It  is  hard  to  introduce 
this  subject  without  commenting  upon 
economic  problems  far  beyond  the  scope 
of  this  brief  article,  but  for  the  record, 
here  it  is:  9,250  yen  monthly.  It  looks 
quite  impressive  till  you  know  that  as 
of  today,  1,000  yen  is  worth  $2.78  in 
American  money.  If  my  arithmetic  is 
correct,  that  makes  her  earning  some-  i 
where  between  $25  and  $26  a  month. 
For  this  she  acts  as  receptionist,  keeps  ] 
the  books,  makes  out  all  school  checks,  | 
files  all  records  and  makes  transcripts  as 
requested,  serves  as  personal  secretary 
to  the  principal,  and  renders  whatever 
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When  you  think  of  Book  Covers 
you  naturally  think  of 


HOLDEN 


HOLDEN  COVERS  are  keyed  to  meet  the  demands 
of  budget-conscious  school  administrators 


They  are  made  of  specially  designed  papers  to  withstand  abrasion  and 
weather  conditions,  wear  resistant,  waterproof  and  weatherproof. 

The  designs  on  the  Covers  are  both  educational  and  eye  appealing. 
They  actually  do  make  textbooks  last  up  to  three  years  longer. 

They  keep  books  clean  and  sanitary 
They  are  attractive  as  well  as  practical 


Samples  free 

Holden  Patent  Book  Cover  Company 

Springfield,  Massachusetts 


services  the  teachers  may  request  of  her. 
She  is  unhappy  because  she  feels  that 
the  teachers  regard  her  as  their  inferior; 
she  is  attending  night  school  to  get  more 
education,  but  the  sad  truth  is  that  when 
she  has  more,  she  stands  little  chance  of 
getting  a  decent  salary.  Don’t  let  any¬ 
one  say,  “Oh  well,  living  expenses  are 
low  in  Japan!’’  ’The  cost  of  food  is  not 
low;  I  have  seen  articles  in  the  paper 
saying  that  the  average  working  family 
has  to  spend  between  60  and  70%  of 
its  income  for  food!  The  average  Ameri¬ 
can  couldn’t  survive  on  it;  some  who 
have  tried  to,  have  had  to  be  put  under 
medical  care.  The  whole  country  is  in 
a  terrible  state  economically — and  the 
end  is  not  yet.  By  the  way,  many  teach-, 
ers  in  Japan  get  less  than  10,000  yen  a 
month. 

But  what  has  this  to  do  with  the  sub¬ 
ject  of  the  school  secretary?  We  are 
clear  across  the  Pacific  in  more  ways 
than  one!  What  I  started  to  say  is 
that  there  probably  is  no  more  nearly 
indispensable  person  in  the  institution 
than  the  school  secretary.  Is  the  prin¬ 


cipal  away?  It  is  sometimes  a  bit  un- 
fiattering  to  observe  how  well  the  school 
functions  during  his  absence.  Any 
teacher  absent?  “Please  let  us  know  by 
half  past  seven  in  the  morning  so  we 
may  secure  a  substitute.’’  Head  of  the 
maintenance  department  got  a  case  of 
fiu?  His  first  mate  takes  over  and  no¬ 
body — but  the  man’s  family — knows  the 
difference.  But  let  the  school  secretary 
be  out  of  her  ofllce  for  any  reason,  and 
more  problems  can  come  up  for  which 
no  one  knows  the  answer  than  occur  on 
any  normal  day. 

It  takes  high-class  individuals  to  make 
any  profession  high-class.  Because,  so 
many  up-and-coming  young  women  have 
been  willing  to  invest  the  time,  the 
money,  and  the  energy  to  get  the  neces¬ 
sary  training,  and  have  had  the  wisdom 
to  school  themselves  in  the  gentle  arts 
of  courtesy,  poise,  and  efficiency,  the 
profession  of  school  secretary  has  risen 
to  the  high  rank  which  its  holds  today. 
Few  professions  hold  greater  opportimity 
for  rendering  service  and  for  helping  the 
various  parts  of  a  school  system  to  func¬ 
tion  smoothly. 


When  dealing  with  our  adx'ertisera,  please  mention  the  Nat.  Educational  Secretary. 
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DITTO.  D-IO 

LIQUID  PROCESS  DUPLICATOR 

with  "MAGIC  Pingertip  Copy  Control  for 
All-Over  Brightness  of  Every  Copy 

•  The  new  Ditto  D-10  provides  the  quickest,  most 
economicol  and  most  satisfactory  way  to  moke 
copies.  It's  ready  for  instant  use:  your  original 
writing,  typed  sheet  or  drawing  is  your  "Master" — 
No  stencils  to  cut,  no  type  to  set,  no  inking,  no 
mokereody.  You  turn  out  1 20  bright  copies  a  minute, 
in  one  to  four  colors  at  once,  on  varying  weights  of 
paper  or  cord,  in  sizes  from  3  x  5  up  to  9  x  1 4 
inches  in  size. 

MAGIC  CONTROL  INSURIS  RRIGHT  COPIIS 
Tha  slack  lin  >t  of  lha  Ditto  D-10  proclaim  worthinoss  within. 
It  hot  smootli,  balanced  action,  it  hat  waar-ond  corrosion- 
rasisting  stainlasi  steal  parts.  Magic  copy  control  makes 
avary  copy  claon-cut  and  bright.  Sura  ond  simple,  the  Ditto 
D-10  makes  an  expert  of  avary  user.  Lat  us  prove  it 
—  you  ba  the  judgel  DITTO,  In*.,  616  S.  Oakley  Dlvd., 
Qikoae  12,  HI.,  IraiMlios  In  Principal  CMo*. 
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easier 


ever 


Now  Royal  and  only  Royal  brings  you  "Magic”  Tabulator! 

Right  there  by  the  side  of  the  stu¬ 
dent’s  right  hand  is  that  green  easy- 
to-find  “Magic”  Tabulator.  With  her 
Angers  in  guide-key  position,  she  just 
r-o-l-l-s  to  the  right  and  the  carriage 
moves  to  the  next  tab  position! 

Or,  if  she  wants  to,  she  touches  the 
top  part  of  “Magic”  Tabulator  with 
her  little  finger,  and  the  same  thing 
happens.  No  glancing  at  the  key¬ 


board.  No  need  to  lose  home-key  posi¬ 
tions.  Nothing  to  punch,  poke,  press 
or  reach  for! 

Why  this  new  and  exclusive  Royal 
convenience?  Because  Royal  has  al¬ 
ways  built  its  typewriters  with  you, 
the  teacher,  in  mind!  Ask  your  Royal 
representative  for  a  free  classroom 
demonstration. 


Roytyp* 

Business  Supplies 


STANDARD  •  ELECTRIC 
PORTABLE 


'MavIc’*  And  *‘Touch  Control"  nr*  recteurod  trAdo^mArkt  of  Roml  Trpowrltor  CompAny. lae. 


THE  NATIONAL  PURSE... 


...  IS  EMPTY.  Those  of  you  who 

attended  our  annual  meeting  in  Detroit 
last  summer  were  made  aware  of  the  de¬ 
pleted  condition  of  our  treasury.  The  rise 
of  prices  during  the  past  few  years  has 
run  ahead  of  the  money  we  have  re¬ 
ceived  from  membership  dues  and  mis¬ 
cellaneous  receipts.  The  cost  of  printing 
and  mailing  our  magazine  takes  a  large 
percentage  of  our  dues.  We  have  ex¬ 
tended  our  services  in  sponsoring  work¬ 
shops  each  summer  and  holding  meetings 
and  conferences  on  a  national  and 
regional  basis.  We  don’t  want  to  curtail 
these  services,  but  rather  we  wish  to  be 
able  to  enlarge  them  as  the  opportunities 
come.  It  is  our  hope  and  dream  that  we 
may,  in  the  not-too-distant  future,  main¬ 
tain  an  office  in  the  N.E.A.  Building  in 
Washington,  D.  C.,  with  an  executive 
secretary  to  transact  the  large  amount 
of  business  which  your  officers  scattered 
all  over  the  United  States  are  now  doing. 
It  is  imperative  that  our  receipts  be 
increased  if  we  are  to  continue  to  pro¬ 


gress,  and  it  seems  that  the  most  prac¬ 
tical  way  to  accomplish  this  is  to 
increase  our  dues. 

This  is  an  SOS  to  each  of  you  for  an 
expression  of  your  thinking  on  this  in¬ 
crease.  Your  officers  and  board  members 
are  desirous  of  having  all  information 
possible  on  the  change  very  soon,  so  that 
it  may  be  included  in  the  revision  of  the 
Constitution  and  By-Laws.  It  has  been 
suggested  that  dues  be  increased  to  |5.00 
per  year,  which  is  reasonable  in  com¬ 
parison  to  membership  fees  in  other 
professional  organizations.  This  possibly 
could  include  a  copy  of  our  new  FILING 
MANUAL,  which  will  be  ready  for  pub¬ 
lication  next  summer.  Another  sugges¬ 
tion  is  to  have  a  sliding  scale — a  smaller 
fee  for  those  making  lower  salaries  and 
increasing  the  fee  with  the  salary.  This 
type  of  membership  fee  would  be  more 
difficult  to  administer.  WHAT  ARE 
YOUR  SUGGESTIONS? 

Melba  Demaree, 

Treasurer. 


Ti^Ut  So€i% 

if  you  keep  the  “boss”  and  teachers  posted 
on  the  latest  in  the  educational  world! 

O0te  ^€i4f,  it 

See  that  they  receive  and  read  SF  free  Service  Bulletins: 


For  Administrators 
For  Supervisors 
For  Primary  Teachers 


SCHOOL  BRIEFS 

SUPER  VISORS  NOTEBOOK 

PRIMARY  ACTIVITIES 


For  Middle-Grade  Teachers  MIDDLE-GRADE  ACTIVITIES 
For  the  Junior-High  Staff  JUNIOR  BRIEFS 

(  HIGH  SCHOOL  HIGH  LIGHTS 
1  ENGLISH  HIGH  LIGHTS 
/  language  TEACHER’S  NOTEBOOK 
For  the  H.gh-School  Staff  .  STUDIES  NOTEBOOK 

/  YOUR  MATH  NOTEBOOK 
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t  Without  the  cooperation  of  ofiBcera, 
editors,  and  members  of  local  and  state 
F  association,  there  would  be  no  “Listen- 
[  ing-In.”  To  all  who  have  sent  in  reports 
of  activities,  a  hearty  “Thank  you!"  Es¬ 
pecially  is  commendation  due  the  editors 
of  various  publications,  who  do  a  great 
deal  of  work  in  gathering  news,  editing, 
publishing,  and  distributing  newsletters 
and  bulletins.  Varying  from  one-page 
sheets  to  multiple-page  booklets  issued 
monthly,  quarterly,  or  semi-annually, 
these  publications  are  extremely  inter¬ 
esting  and  attractive.  “Listening-In" 
bows  from  the  waist  to  these  editors 
whose  work  regularly  crosses  the  desk: 
Lillie  Reilly  of  Milwaukee,  Wisconsin; 

I  Harriett  S.  Kopp,  Paterson,  New  Jersey; 
Bessie  Miller,  Flint,  Michigan;  Elsie  Mae 
Watkins,  Pueblo  and  Shirley  Weiss,  Den¬ 
ver,  Colorado;  Alice  I.  Amidon,  Somer¬ 
ville,  Massachusetts;  Blanche  Dvorak, 
St.  Paul,  Minnesota;  Dorothy  Walther, 
Jefferson  City,  Missouri;  Betty  Jane 
Powell,  Sacramento,  Edith  Wright  and 
Lois  Toolan,  Los  Angeles,  and  Dorothy 
L.  Bodo,  Pasadena,  California;  the  ro¬ 
tating  editors  of  the  New  Mexico  bulle¬ 
tin,  and  the  anonymous  editors  of  the 
Oregon,  Connecticut,  and  New  Hamp¬ 
shire  bulletins. 

I  For  the  second  year  we  have  had  no 
news  in  this  column  from  the  following 
states:  Delaware,  District  of  Columbia, 
Georgia,  Idaho,  Louisiana,  Montana,  Ne¬ 
braska,  Nevada,  North  Dakota,  Okla- 
I  homa,  Rhode  Island,  South  Carolina, 
South  Dakota,  Tennessee,  Utah,  Ver- 
I  mont,  Washin^on,  West  Virginia,  and 
Wyoming.  Won’t  someone  please  send 
in  something  about  what  is  going  on  in 
those  areas — we  know  that  there  are 
members  in  almost  every  state;  make  it 
YOUR  responsibility  to  get  into  print! 


LISTENING  IN 

BETTYE  R.  WELLS 
In-Service  Training  Section, 
Board  of  Education 
450  North  Grand  Avenue 
Lot  Angeles  12,  California 


CALIFORNIA 

Callie  California  is  busy  making  final 
arrangements  for  the  annual  midwinter 
meeting  to  be  held  in  Sacramento  over 
the  long  weekend  of  Washing^ton’s  Birth¬ 
day.  Plans  call  for  an  "open  house"  at 
the  Hotel  Senator  headquarters  suite  on 
Friday  evening,  an  executive  board 
meeting  and  general  membership  busi¬ 
ness  meeting  on  Saturday  morning, 
group  discussions  on  Saturday  after¬ 
noon,  and  a  banquet  in  the  evening.  An 
"armchair  tour"  of  Glacier  National 
Park  will  follow  the  banquet  and  in¬ 
stallation  of  newly  elected  officers.  On 
Sunday  there  will  be  a  breakfast,  a  tour 
of  the  State  Capitol,  and  a  tea.  Satur¬ 
day  business  and  discussion  meetings 
will  be  held  in  the  Board  of  Education 
offices  and  the  banquet  will  take  place 
at  the  Lanai.  Betty  Jane  Powell,  second 
vice-president,  is  in  charge  of  local  ar¬ 
rangements  for  the  conference. 

Garvey  District 

This  year  the  clerks  and  secretaries 
were  included  in  the  three-day  orienta¬ 
tion  institute  of  the  Garvey  School  Dis¬ 
trict.  In  addition  to  participating  in  the 
general  sessions  for  all  employees,  sec¬ 
tion  meetings  were  held  for  the  office 
employees.  Etorothy  Hill,  Secretary  to 
the  Superintendent,  was  in  charge  of  the 
planning  and  served  as  chairman  for 
the  group  meetings.  On  the  program 
were  a  lecture,  a  film  showing,  demon¬ 
strations  of  mechanical  equipment,  and 
round-table  discussions.  Lena  Mae 
Pringle,  Secretary  to  the  Superintendent 
of  the  Mountain  View  School  District, 
was  speaker  at  the  opening  session;  her 
topic  was  “The  Secretary’s  Place  and 
Importance  in  the  Educational  Pro¬ 
gram.’’ 


On  the  third  day  of  the  institute,  a 
summary  of  the  secretarial  meetings 
was  presented  to  the  assembly  of  all 
personnel;  later  a  summary  was  given 
before  parents  and  teachers  at  a  PTA 
Council  open  meeting. 

Bakersfield 

From  the  area  known  last  fall  as 
“Quakersfield”,  comes  the  following 
lament : 

Lo!  The  Poor  Clerk 

This  sight  met  the  eyes  of  a  “small 
school”  clerk. 

Reporting  for  duty  on  her  first  day  of 
work; 

Cartons  of  paper,  mountain  high, 

Boxes  of  books  piled  to  the  sky. 

Erasers,  pencils,  crayons  and  chalk 
Clogging  the  place  with  scarce  room  to 
walk. 

Brushes  and  paints,  and  refills,  too, 

Clips  and  labels,  and  bottles  of  glue. 
Thumb  tacks,  book  binding,  black,  blue 
and  red. 

Stacks  of  YES  tissue,  as  high  as  my 
head. 

Paste  by  the  gallon,  ink  by  the  quart. 
You  lift  and  tug,  you  puff  and  snort. 
Reams  of  art  paper  of  every  hue  .  .  . 
Green  and  yellow,  red  and  blue. 

Pink  and  brown,  chartreuse  and  black. 
(O,  fallen  arches  .  .  .  O,  aching  back!) 
Scotch  tape,  and  dispensers,  and  staples, 
new. 

Rulers,  pen  points,  and  airplane  glue. 
Bead  Fact  Finders,  you  don’t  stop  to 
count. 

And  to  find  more  room,  the  ladder  you 
mount. 

Up  the  ladder  and  down,  until 
There’s  nary  space  left  on  the  shelves  to 
fill. 

Rubber  bands,  doilies,  large  and  small. 
Where  can  I  put  them?  'There’s  no  room 
at  all  .  .  . 

Paper  cups,  shoe  strings.  Gothic  clay, 
Yard  sticks,  scissors  and  oil  cloth,  gay. 
Composition  books,  and  Manila  art. 

Chip  board,  tag  board — for  making 
charts. 

Bundles  of  cotton,  balls  of  string. 

Ditto  fiuid,  and  binder  rings  .  .  . 

My  brain’s  in  a  whirl,  oh,  where  is  the 
end? 

Why  must  education  on  these  things 
depend  ? 

’Tis  only  the  plaint  of  a  lowly  clerk. 
Displaced  by  an  earthquake,  but  still 
able  to  work! 

— Voa  Beatrice  Hubbard  in  the 
Calif.  School  Employee 


Pasadena 

The  Pasadena  Association  of  School 
Secretaries  has  inaugurated  a  new  policy 
concerning  its  meetings.  This  year  a 
regular  meeting  is  held  on  the  second 
Wednesday  of  each  month  at  7:30  p.  m.; 
this  consists  of  an  open  executive  board 
session,  followed  by  a  planned  program. 
This  arrangement  has  been  made  in 
order  to  bring  the  group  closer  together 
and  become  united  in  its  thinking.  ’The 
purpose  of  the  organization,  as  stated 
in  the  Constitution,  is  “.  ,  .  to  establish 
a  closer  bond  of  friendship  and  coopera¬ 
tion  among  the  secretarial,  clerical,  and 
accounting  employees  of  the  Pasadena 
City  Schools,  and  to  stimulate  self-im¬ 
provement  and  professional  growth  on 
the  part  of  its  members,  both  individu¬ 
ally  and  as  a  group  to  the  end  that  a 
finer  and  more  efldcient  service  may  be 
rendered  to  the  schools  and  to  the  com¬ 
munity.” 

The  Association  carries  four  member¬ 
ships  in  the  National  Association,  one 
for  the  president,  one  for  the  vice-presi¬ 
dent,  one  for  the  publications  chairman, 
and  one  for  a  member-at-large  who  is 
selected  by  a  drawing. 
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COLORADO 

Denver  was  the  gathering  place  of 
many  Colorado  school  oflJce  workers  on 
October  23,  24,  and  25.  Clerks  and 
secretaries  throughout  the  state  were 
invited  to  attend  the  Fourth  Annual 
Conference  of  the  Denver  Public  Schools 
office  staff  on  Thursday  and  Friday 
afternoons;  the  annual  fall  dinner  of  the 
Denver  Clerks  and  Secretaries  Associa¬ 
tion  was  held  on  Thursday  evening,  and 
the  fall  meeting  of  the  Colorado  Asso¬ 
ciation  of  Educational  Secretaries  was 
held  on  Saturday. 

Theme  of  the  Annual  Conference  was 
“Professional  Proficiency.”  General 
chairman  was  Shirley  Yetter,  assisted 
by  Lola  Wilkins  and  many  committee 
helpers.  The  opening  session  on  'Thurs¬ 
day  afternoon  was  held  at  Denver  Uni¬ 
versity.  Dr.  Christine  Papandreou,  as¬ 
sistant  director  of  the  Mental  Hygiene 
Clinic,  Colorado  General  Hospital,  spoke 
on  "Mental  Health,”  stressing  the  emo¬ 
tional  needs  of  children  and  their  reac¬ 
tions  to  pressures.  Following  a  brief 
intermission  and  a  short  musical  pro¬ 
gram,  the  second  speaker  was  introduced. 
Louis  H.  Braun,  Denver’s  Director  of 
Elementary  Education,  told  “What  an 
Administrator  Expects  of  His  Secretary.” 
In  his  opening  remarks,  he  summarized 
by  saying  THE  IMPOSSIBLE;  he  then 
went  into  detail,  discussing  personal 
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qualities,  work  habits,  and  self-improve¬ 
ment. 

The  Friday  afternoon  meeting  was 
held  at  the  Greenlee  School,  with  each 
person  attending  two  workshop  sessions. 
Topics  offered  were  Bulletin  Boards, 
Mimeographing,  Duplicating,  English, 
School  Treasurers,  Typing  Short  Cuts, 
First  Aid,  and  Filing.  The  Conference 
was  concluded  with  tea  being  served  in 
the  Community  Room  of  the  school. 

The  Denver  Association  dinner  on 
Thursday  evening  was  held  in  the  Pio¬ 
neer  Room  at  the  University  of  Denver. 
Features  of  the  evening  were  community 
singing,  other  musical  numbers,  and  a 
fashion  show  in  which  ten  members 
served  as  models. 

Officers  of  this  active  group  are  Fran¬ 
ces  Taylor,  President;  Vice-president, 
Shirley  Yetter;  Secretary,  Lola  Wilkins; 
and  Treasurer,  Mary  Rider. 

CONNECTICUT 

The  Connecticut  Association  of  Edu¬ 
cational  Secretaries  held  its  third  annual 
convention  on  October  31  at  the  Bond 
Hotel  in  Hartford.  The  luncheon  meet¬ 
ing  of  the  secretaries  was  listed  in  the 
official  program  of  the  105th  annual 
convention  of  the  Connecticut  Education 
Association,  meeting  on  the  same  day. 

Helen  S.  Woodford,  retiring  president, 
officiated  at  the  luncheon  session  and 
the  afternoon  business  meeting.  Speaker 
at  the  luncheon  was  Marion  Wood,  as¬ 
sistant  professor  of  secretarial  studies  at 
Boston  University,  whose  topic  was 
"Strength  Through  Service.” 

Reports  presented  at  the  business 
meeting  were  attractively  prepared  in  a 
very  clever  bound  form.  Included  were 
reports  of  the  membership  committee, 
the  standards  and  legislation  committee, 
results  of  the  election  of  officers,  the 
financial  statement,  and  a  comprehensive 
salary  survey  of  the  state.  Helen  Wood¬ 
ford  was  named  honorary  president  for 
life,  by  the  150  members  of  the  associa¬ 
tion  who  attended  the  convention. 

Officers  for  1952-53  are  Barbara  G. 
Jeffers,  Hartford,  President;  Jessie 
French,  Bridgeport,  Vice-president; 
Winifred  Houson,  Wallingford,  Record¬ 
ing  Secretary;  Lisle  S.  Aschenbach, 
Simsbury,  Corresponding  Secretary;  and 
Anna  Hewitt,  New  London,  Treasurer. 


ILLINOIS 


Blit  SOUVE  OOTfo  come!  WE  Dour  D«E  KIDTllE 
OlGNiFlEP  iTSfHE  HfAWwARMm&TOP 

WE  CAN  HAVE  FUK  \NiTH  J 


Courtesy  of  John  F.  Bille  Company, 
Chicago,  Illinois. 

The  LaSalle  Hotel  in  Chicago  was  the 
scene  for  the  conference  October  23-24, 
1952  of  the  Illinois  Association  of  Edu¬ 
cational  Secretaries.  President  Ruth 
Fincke,  Belleville,  took  charge  of  the 
business  meetings  and  turned  the  pro¬ 
gram  sessions  over  to  conference  chair¬ 
man,  June  Dulsky,  of  Franklin  Park. 

Feature  of  the  conference  weis  the 
Friday  evening  boss  night  banquet  when 
Dorothy  Bond,  well-known  cartoonist 
and  originator  of  “The  Ladies,”  was 
lecturer.  Her  sense  of  humor  and  bits 
of  practical  philosophy  shown  through 
illustrations  of  school  superintendents 
was  highly  entertaining.  One  bit  of  her 
advice:  “The  bigger  the  boss,  the  better 
the  sense  of  humor.” 

A  panel  “The  Secretary  and  Her  Work 
As  TOe  School  Superintendent  Views  It” 
on  Saturday  morning  was  made  up  of 
Leon  Smaage,  superintendent  Des 
Plaines,  Vance  Hester,  superintendent 
Franklin  Park,  and  Leader  George  Cal¬ 
houn,  superintendent  Elmwood  Park. 
Mr.  Arthur  F.  Lambert,  assistant  county 
superintendent  of  schools  for  Cook 
County,  was  speaker  at  the  luncheon 
meeting. 

State  officers  are :  president,  Ruth 
Fincke,  Belleville;  vice-president,  June 
Quint,  Rantoul;  treasurer,  Louis  Wilson, 
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Vandalia;  corresponding  secretary, 
Norma  Woelk,  Belleville;  recording  sec¬ 
retary,  Esther  Sogge,  Oak  Park. 

MASSACHUSETTS 

Newton 

At  a  dinner  held  in  October,  the  New¬ 
ton  School  Secretaries  Association  voted 
to  offer  a  scholarship  of  $100  to  a  New¬ 
ton  High  School  girl  graduate  of  the 
Class  of  1953.  The  winner  must  use  the 
money  toward  a  business  course  at  a 
business  school  of  her  choice;  it  may 
be  either  a  day  or  an  evening  course. 
Funds  for  the  scholarship  will  be  raised 
during  the  year  by  a  committee  com¬ 
posed  of  Louise  Quigley,  Catherine  Shea, 
and  Anna  Cavanaugh. 

Congratulations  to  Margaret  Sadler, 
president  of  the  Newton  group,  and  the 
membership  for  establishing  this  flne 
educational  project. 

MICHIGAN 

The  Michigan  Association  of  School 
Secretaries  has  the  following  officers 
this  year:  President,  Lucretia  Nichols, 
Flint;  Vice-president,  Eleanor  Egner, 
Battle  Creek;  Corresponding  secretary, 
Viola  Lee  Cater,  Tawas  City;  Recording 
Secretary,  Florence  McCallum,  Ferndale; 
Treasurer,  Gertrude  Johnson,  Muskegon 
Heights. 

TTie  fall  issue  of  SCHOOL  DAZE  car¬ 
ries  an  interesting  account  of  the  secre¬ 
taries’  section  of  the  Guidance  Conference 
held  at  Central  Michigan  College  of  Edu¬ 
cation  in  September.  Following  an  ad¬ 
dress  given  by  Dr.  E.  Dale  Kennedy, 
Executive  Secretary  of  the  Michigan 
Education  Association,  a  discussion  was 
led  by  Dr.  Richard  Wysong,  Social 
Guidance  Department  of  the  College. 
The  topic  for  both  lecture  and  discussion 
was  “Unique  Guidance  Opportunities  for 
Educational  Secretaries.”  Dr.  Kennedy 
explained  the  secretary’s  relationship  to 
the  guidance  program,  how  the  secretary 
exercises  guidance  functions,  desirable 
characteristics  of  the  secretary,  and 
what  make  the  educational  secretary’s 
opportunities  unique.  Following  are  the 
points  upon  which  agreement  was 
reached  during  the  discussion : 

1.  Whether  or  not  the  person  outside 
the  classroom  is  a  good  guidance 
person  depends  upon  that  indivi¬ 
dual’s  personality. 

2.  The  best  counselling  is  done  in  an 
informal  situation. 

3.  Cooperation  with  the  faculty  is 
very  important. 

4.  Secretaries  have  access  to  a  great 
deal  of  information. 


’The  secretary’s  role  should  not  be 
limited  to  helping  the  students,  but 
she  should  be  of  help  to  teachers, 
administrators — principals  and  su¬ 
perintendents. 

A  major  function  of  the  secretary 
is  to  help  the  teacher  in  his  gruid- 
ance  work. 

A  very  important  function  is  the 
incidental  or  impersonal  concept. 

A  very  significant  role  is  involved 
in  the  support  of  the  teacher,  the 
superintendent  and  his  concept. 
The  secretary’s  ability  to  serve  well 
depends  upon  her  personality,  char¬ 
acter,  and  status. 


10.  School  systems  should  help  the 
secretary  acquire  status  which 
makes  her  most  effective. 


11. 


12. 


The  teacher  can  go  to  the  secretary 
and  And  out  what  is  in  the  record 
more  quickly  than  going  to  the 
record. 

Teachers  are  willing  to  depend  upon 
the  secretary. 

’The  secretary  is  a  person  in  whom 
the  people  she  meets  might  learn 
to  acquire  confidence. 
Commendation  is  due  Mary  Maree 
Coyle,  Lansing,  for  her  excellent  service 
as  recorder  at  the  conference. 


13. 
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Does  your  Association  take  a  vacation 
during  the  summer?  Maybe  you  are 
missing  something!  The  Flint  School 
Secretaries’  Association  held  its  annual 
ice  cream  social  in  July,  and  made  a  net 
profit  of  $100.16  plus  one  franc.  Within 
two  hours,  sixteen  layer  cakes  and  four 
sheet  cakes  plus  80  gallons  of  ice  cream 
were  served.  Imagine  dishing  out  1700 
ice  cream  cones! 

One  of  the  fall  projects  of  the  Flint 
group  is  for  each  girl  to  knit  one  square 
for  an  afghan  which,  when  completed, 
will  be  presented  to  the  local  tuber¬ 
culosis  sanitarium. 

Maxine  Corbett  is  President  of  the  As¬ 
sociation;  Elizabeth  Reno,  Vice-presi¬ 
dent;  Margaret  Rauch,  Treasurer;  and 
Loraine  Parker,  Secretary. 


MINNESOTA 

Rosalie  Kollarich’s  answer  to  the  ques¬ 
tion,  “Who  is  Lana  Lakes?”  is  given  in 
the  Minnesota  CHA’TER  as  follows: 

“Well,  to  trace  her  origin,  let’s  begin 
with  Nancy  National.  You  all  know, 
of  course,  that  Nancy  National  is  the 
doll  that  symbolizes  the  National  Asso¬ 
ciation  of  School  Secretaries.  She  ap¬ 
pears  on  National  Association  publica- 
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tions  and  she  has  ‘cousins’  who  represent 
state  and  local  organizations.  Some  of 
these  cousins  are  Patty  Pitt  ( Pitts¬ 
burgh),  Kitty  Koy  from  Illinois,  Pike’s 
Peak  Peggy  (Colorado),  Mary  Mich 
from  Michigan,  Connie  Connecticut, 
Callie  California,  Tessa  Texas,  Ann  of 
Ark  (Arkansas),  and  numerous  others. 

"The  Minnesota  Chapter  was  asked  to 
join  this  parade  of  cousins  soon  after  it 
was  organized.  Then  began  the  search 
for  a  name  that  would  be  quickly  asso¬ 
ciated  with  the  State  of  Minnesota  and 
would  have  originality  and  ‘oomph.’  The 
matter  was  discussed  in  committee  meet¬ 
ings;  through  the  Minnesota  CHA’TER 
the  members  were  asked  to  send  in  sug¬ 
gestions;  and  finally,  at  the  May  ’52 
meeting  held  at  Camp  Ihduhapi,  each  girl 
submitted  one  or  more  names  by  written 
ballot.  These  were  read  to  the  group 
and  choice  narrowed  down  to  a  few. 
However,  no  agreement  was  reached  and 
the  matter  was  referred  to  the  Executive 
Ck>mmittee  for  final  decision.  Only  one 
member  of  the  committee  was  not 
reached  by  telephone  for  her  vote,  but 
the  majority  favored  the  name  which 
had  been  submitted  by  Eudora  Swesey. 
That  name  was  ‘Lana  Lakes.’ 

"As  the  next  step,  a  blond-haired  doll 
was  outfitted  in  white  shorts,  a  blue 
off-the-shoulder  blouse  with  blue  sandals 
to  match,  and  in  her  hand  she  carried  a 
canoe  paddle  with  her  name  painted 
thereon.  Ruth  Grotefend,  Olga  Johan- 
son,  Eudora  and  I  helped  to  outfit  the 
doll — Olga  having  assumed  the  task  of 
having  the  paddle  made  especially  for 
Lana  Lakes. 

"In  her  outdoor  girl  costume,  Lana 
Lakes  made  her  debut  in  Detroit  on 
June  28  before  275  guests  at  the  Na¬ 
tional  Association’s  Annual  Conference 
Dinner.  Our  President,  Grace  Stephen¬ 
son,  described  Lana  L^kes  as  a  hard¬ 
working  secretary,  intelligent,  and  ma¬ 
ture  .  .  .  interested  in  outdoor  sports  .  .  . 
an  all-around  girl  who  does  not  neglect 
the  social  and  esthetic  aspects  of  life, 
and  who  expects  faithfully  to  attend  all 
professional  meetings  and  at  least  one 
secretaries’  workshop  a  year. 

‘"Two  weeks  later,  Lana  Lakes  was 
introduced  to  her  Minnesota  sisters  and 
cousins  from  eight  other  states.  This 
occurred  at  the  Institute  Dinner  held 
during  the  week  of  our  Minnesota  Insti¬ 
tute  for  Educational  Secretaries.  The 
artistic  dinner  programs  designed  by 
Marie  Davidson  and  executed  by  her  and 
Helen  Lund  were  dedicated  to  Lana 
Lakes.  The  original  sketch  of  Lana 
Lakes  was  made  by  Marie  Davidson. 


"That’s  the  story  of  Lana  Lakes.  Her 
career  is  just  begfinning.  She  has  high 
ideals  for  personal  advancement.  Let’s 
all  help  her  reach  them.’’ 

MISSOURI 

The  thirteenth  annual  convention  of 
the  Missouri  Association  of  School  Sec¬ 
retaries  was  held  in  Kansas  City  on 
November  7  and  8,  with  headquarters  at 
the  Hotel  President. 

The  convention  opened  with  a  social 
coffee  hour  at  the  Board  of  Education 
offices,  followed  by  a  general  meeting. 
Miss  Inez  Dahl,  Coordinator  of  the  Kan¬ 
sas  City  Schools,  spoke  on  “Smooth 
Sailing  English.’’  Groups  consisting  of 
administrative  office  secretaries,  high 
school  secretaries,  and  elementary  school 
secretaries  met  for  discussion  of  mutual 
problems  to  complete  the  afternoon’s 
program. 

Dr.  Clem  E.  Bininger,  pastor  of  the 
Second  Presbyterian  Church,  was 
speaker  at  the  dinner  meeting;  his  topic 
was  “Fruits  of  the  Harvest.’’  Greetings 
were  extended  to  the  gpi-oup  by  Dr.  Mark 
W.  Bills.  Superintendent  of  Kansas  City 
Schools,  and  the  Hon.  Hubert  Wheeler, 
State  Commissioner  of  Education. 

On  Saturday  morning,  the  annual 
business  meeting  was  conducted.  Lunch¬ 
eon  in  the  Walnut  Room  was  followed 
by  a  discussion  of  “Hats"  by  Mrs.  Lloyd 
White  and  a  skit  on  office  etiquette  by 
Mrs.  Laura  Nicholson.  Closing  the  ac¬ 
tivities  was  a  “Winter  Wonderland 
Party’’  following  dinner  at  the  Old 
Plantation. 

Convention  Chairman  was  Laura 
Nicholson  of  Fairmount  School;  presid¬ 
ing  officer  was  Bessie  Ploesser,  President 
of  the  State  Association. 

St.  Louis  County 

The  St.  Louis  County  Association  of 
School  Secretaries  opened  its  year’s  ac¬ 
tivities  with  a  picnic  at  the  North  Side 
Park  of  University  City  Senior  High 
School.  New  officers  were  elected  as 
follows:  President,  Helen  Lischer,  Uni¬ 
versity  City;  Vice-president,  Jean 
Fritsche,  Normandy;  Secretary,  Lillian 
Rippstein,  Ferguson;  Treasurer,  Minnie 
Emerson,  Brentwood;  and  Board  mem¬ 
ber,  Mary  Van  Hook,  Webster  Groves. 

NEW  JERSEY 

The  New  Jersey  Association  of  School 
Secretaries  is  fifteen  years  old;  it  was 
organized  by  a  group  of  37  pioneers. 
Membership  is  open  to  all  persons  en¬ 
gaged  in  secretarial  or  clerical  work  in 
the  public  schools  and  colleges  of  New 
Jersey.  Tenure  for  school  secretaries, 
secured  in  1938,  was  one  of  the  early 
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achievements  of  the  group. 

In  1940,  the  Association  became  affili* 
ated  with  the  National  Association  of 
school  secretaries.  The  Association  is 
still  vitally  interested  in  obtaining  pen¬ 
sion  benefits  for  school  secretaries 
throughout  the  state. 

Two  regional  workshops  are  held  dur¬ 
ing  the  school  year,  one  in  southern 
Jersey  and  one  in  the  northern  area.  A 
spring  luncheon  is  held,  usually  in 
Newark,  and  the  annual  convention  is 
held  in  conjunction  with  the  New  Jersey 
Educational  Association  in  Atlantic  City 
in  November.  Bulletins  are  issued  four 
times  a  year. 

Cumberland  County 

The  Cumberland  County  School  Secre¬ 
taries  Association  is  one  year  young, 
and  recently  held  its  fall  meeting.  Mem¬ 
bers  took  part  in  the  Cumberland  County 
Teachers  Institute  in  October  at  the 
Millville  High  School;  speaker  for  the 
group  was  Dr.  John  P.  Milligan,  Super¬ 
intendent  of  Schools  in  Atlantic  City. 
Sectional  meetings  for  the  secretaries 
were  arranged  by  Marie  Powell  and 
Eleanor  Evergetis  of  Millville. 

NEW  MEXICO 

The  annual  meeting  of  the  New 
Mexico  Association  of  School  Secretaries 
was  held  in  October  at  the  Washington 
Junior  High  School  in  Albuquerque.  The 
program  included  a  business  session  at 
9  o’clock,  a  lecture  at  10:30  a.  m.,  and 
round-table  discussion  meetings  in  the 
afternoon.  The  lecture  was  given  by 
Dr.  Becky  Sharp,  professor  of  secre¬ 
tarial  science  at  East  New  Mexico  Uni¬ 
versity. 

Oflftcers  of  the  Association  are:  Presi¬ 
dent,  Alice  Briley,  Albuquerque;  Vice- 
president,  Betty  Schwede,  Las  Vegas; 
Treasurer,  Corrine  Jaramillo,  Belen. 
Marilyn  Johnigan,  Hobbs,  and  Jo  Lan- 
dusky,  Eunice,  who  served  as  Corres¬ 
ponding  and  Recording  secretaries  re¬ 
spectively,  have  resigned  because  of 
moving  out  of  the  state. 

TEXAS 

Kathleen  Lewis,  publicity  chairman 
for  “Tesa  Texas”,  furnished  the  follow¬ 
ing  report  on  the  November  Institute 
held  at  the  Abilene  Christian  College. 

“Abilene  Christian  College  was  host 
to  the  Texas  Educational  Secretaries’ 
Association  for  a  one  day  Institute  on 
November  8. 

“The  Institute  opened  in  the  college 
auditorium  at  10  a.  m.  with  the  regular 
College  Chapel  program  composed  of 


singing  by  the  student  body.  The  group  { 
of  some  twenty-five  secretaries  from  I  ser 
all  sections  of  the  state  was  welcomed  I 
by  Mr.  Don  H.  Morris,  President  of  ;  I 
A.C.C.,  who  gave  us  a  most  cordial  in-  ■  mil 
vitation  to  make  west  Texas  and  A.C.C.  pre 
a  regular  meeting  place.  soc 

“Virginia  Gines  of  San  Antonio  wa« 
mistress  of  ceremonies  and  introduced 
our  speakers.  The  speaker  of  the  mom-  chi 
ing  was  Dr.  Max  Leach,  Head  of  the 
Psychology  Department  of  A.C.C.,  who  thi 
gave  us  a  very  clear  account  of  our-  I] 
selves  in  his  talk  on  ‘You  and  Your¬ 
self.’  Luncheon  was  served  in  the  college  ! 
cafeteria  and  when  the  group  returned  I 
to  the  auditorium,  the  college  orchestra,  * 
directed  by  John  D.  Anderson,  was  wait¬ 
ing  to  play  a  fifteen  minute  program  of 
beautiful  music.  _ 

“The  first  speaker  of  the  afternoon  | 
was  Mr.  A.  E.  Wells,  Superintendent  of  i 
Abilene  Public  Schools.  In  his  talk  on 
’You  and  Your  Public,’  Mr.  Wells 
summed  up  the  most  important  quali-  ; 
ties  that  make  a  good  educational  sec-  ' 
retary.  After  a  brief  intermission.  Miss 
Ruth  Hillyer,  President  of  the  Texas 
State  Teachers’  Association,  with  whom 
the  Texas  organization  is  now  affiliated,  I 
talked  to  us  on  ‘You  and  Your  Organi¬ 
zations’  in  which  she  gave  us  a  store  I 
of  valuable  information  about  this  or-  I 
ganization  which  is  new  to  us.  ■ 

“Throughout  the  day  our  wants  and  r 
needs  were  in  the  very  efficient  hands 
of  Mr.  Morris’  charming  secretary.  Miss 
Earline  Bailey.  The  most  profitable  and 
enjoyable  meeting  closed  at  3:15  p.  m. 
with  a  short  business  meeting  of  TESA 
with  Fannie  Billings,  President,  pre-  L 
siding.”  I 

WISCONSIN  f 


Officers  for  this  year  of  the  Milwaukee 
School  Secretaries’  Association  are:  | 
President,  Myrtle  Lucht;  Vice-president,  j 
Mary  Martinetto;  Secretary,  Hermine 
Fuchs;  Treasurer,  Dolores  Jankowski.  I 
In  addition  to  these  officers,  the  Execu-  L 
tive  Board  includes  the  Past  President,  F 
Sergeant-at-arms;  Elementary  Represen¬ 
tative;  Junior-Senior  Representative; 
Board  Representative;  Newsletter  Edi¬ 
tor;  Historian;  and  Chairmen  of  the 
Membership,  Ways  and  Means,  Govern¬ 
ment  Service,  Salary,  Cheer,  and  Pub-  1 
licity  Committees.  The  purpose  of  the  j 
MSSA  is  “to  elevate  the  standards  of  j 
the  group  and  to  establish  a  closer  bond  j 
of  cooperation  among  the  clerical  as¬ 
sistants  toward  a  finer  and  more  efficient  j 


Milwaukee 
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I  service  to  the  Board  of  School  Directors 
and  to  the  community.” 

In  early  September  the  Salary  Com¬ 
mittee,  headed  by  Kathryn  D.  Koepke, 
presented  recommendations  of  the  As¬ 
sociation  to  the  Board  of  School  Di- 
'  rectors.  Following  are  excerpts  from 

f  the  letter  which  accompanied  detailed 

charts  showing  comparison  of  present 
and  recommended  salaries,  projected 

through  1956. 

Our  request  for  salary  reclassifica¬ 
tion  as  stated  in  the  letter  of  July  31 
is  as  follows; 

1.  Raise  the  maximum  salaries  of 
secretaries  of  each  division  or  clas¬ 
sification  by  a  monthly  increment 
of  ten  dollars  ($10.00)  for  the 
1952-53  year,  and  an  additional  ten 
dollar  monthly  increment  for  the 
1953-54  year. 

2.  Increase  the  basic  pay  of  all  secre¬ 
taries  in  all  classifications  by  a 
sum  of  fifteen  dollars  ($15.00)  per 
month  effective  January  1953. 

The  present  salary  schedule  offers 
little  incentive  to  the  experienced 
school  secretary  who  must  remain  at 
a  stationary  maximum  for  years,  to 
remain  in  the  employ  of  the  School 
Board. 

The  duties  and  responsibilities  of 
the  school  secretary  have  increased 
with  the  tempo  of  the  times,  the  ad¬ 
vance  and  improvement  in  educational 
methods,  and  the  implementation  of 
new  ideas. 

In  addition  to  the  request  for  salary 
increases  as  outlined,  we  wish  to  make 
these  additional  points: 

1.  In-service  training  and  pre-service 
training. 

In  this  connection  it  would  seem 
advisable  to  have  some  person  in 
the  Central  Office  capable  of  giving 
the  necessary  training.  Such  per¬ 
son  could  also  supervise  the  clerical 
personnel  for  the  purpose  of  im¬ 
proving  the  caliber  of  work 
throughout  the  system. 

2.  Credit  for  workshop  attendance. 
These  workshops  are  conducted 
each  year  at  various  universities 
and  colleges  throughout  the  coun¬ 
try  and  are  sponsored  by  the  Na¬ 
tional  Association  of  School  secre¬ 
taries  and  the  university  concerned. 
The  National  Association  of  School 
Secretaries  is  a  fully  accredited  de¬ 


partment  of  the  National  Educa¬ 
tion  Association. 

3.  Promotion  within  the  ranks. 

4.  A  complete  re-study  and  re-classi- 
flcation  of  the  position  of  school 
secretary. 

The  ‘Technical  Committee’  study 
did  not  take  into  consideration  the 
varied  duties  of  the  school  secre¬ 
tary,  but  merely  tried  to  fit  them 
in  with  the  City  Hall  positions. 

The  Salary  Committee  is  to  be  con¬ 
gratulated  on  the  fine  report  presented; 
a  tremendous  amount  of  work  was  in¬ 
volved  in  its  preparation! 


TJECAUSE  hors  d’oeu- 
Jjvres  have  been  asso- 
^  /  «  j  n  ciated  with  gracious  din- 
Ji  ing  from  time  immemo¬ 
rial,  Sexton  searches  the 
Seven  Seas  to  bring  you 
the  finest,  most  delicate 
shrimp,  lobster,  sardines, 
anchovies,  tuna,  smoked 
oysters  and  caviar.  At 
the  better  independent 
food  stores. 


Mm  taatMtC*.,  S«Mmi  S<|.«  CMf  f ,  III. 


Your  English  Teachers  will  be 
Delighted  with  this  New 
Literary -Pictorial  Wall  Map 
SlaL  United  States  Size  64x44  Inches 


Suggest  that  they  write  us  for  the  eolorful  eireular  Xuinber  H19a 
describing  this  new  map  and  also  others  in  our  family  of  maps  for 
English  classrooms.  They  will  appreciate  your  thoughtfulness. 


Denoyer-Geppert  Company 


School  jIap  Speculists 


Publishers  of  m»ps.  globes,  charts,  atlases,  pictures. 

5235  Ravenswood  Ave.  Chicago  40 


Did  you  receive  our  new  catalog  number  53? 


OFFICER  SUGGESTIONS,  PLEASE 


I  wish  to  express  my  appreciation  for 
your  confidence  in  again  electing  me  as 
one  of  your  officers,  and  to  tell  you  that 
I  shall  do  my  best  to  help  at  any  task 
assigned  me.  For  the  new  year  my 
wish  is  that  we  shall  continue  to  grow 
bigger  and  bigger. 

It  is  a  great  privilege  to  work  with 
our  new  president,  Miss  Emma  Castner, 
who  has  been  an  enthusiastic  and  faith¬ 
ful  worker  for  our  association  for  a  long 
time.  We  have  had  the  finest  of  presi¬ 
dents  in  the  past  and  when  we  near  the 
end  of  the  time  for  one  of  them,  we  feel 
that  we  are  to  be,  in  a  manner,  “cast 
upon  the  waters”  without  a  hand  to 
guide  us,  but  there  comes  another!  How 
we  all  have  loved  our  Edna  and  will 
continue  to  love  her.  But  there  is  plenty 
of  room  in  our  hearts  for  Emma,  who 
has  taken  over  at  the  helm  with  a  sure 
and  a  strong  touch.  To  her  and  with 
her  go  our  warmest  thoughts  and 
wishes  along  with  our  desire  to  be  of 
help  in  any  way  she  will  direct. 

But  there  must  continue  to  come  more 
and  more  good  officers  for  our  associa¬ 
tion.  Before  our  annual  convention  of 
next  summer,  we  must  have  elected  the 
following  officers  for  the  two  succeeding 
years:  first  vice-president,  third  vice- 
president,  recording  secretary,  and  two 
board  members.  Your  Election  Com¬ 
mittee  solicits  your  cooperation  in  se¬ 
lecting  candidates  for  these  offices.  If 
you  know  of  someone  you  think  would 
make  a  good  officer  for  your  national 
association,  please  send  her  name  and 
record  to  the  chairman  of  your  election 
committee.  Take  time  out  to  do  this 


NOW.  If  the  name  is  not  used  this 
year,  it  may  be  the  next.  There  is  al¬ 
ways  an  election  committee  and  half 
of  our  officers  are  changed  each  year. 
We  have  plenty  of  good  officer  material 
in  our  ranks — let’s  have  recommenda¬ 
tions. 

Corrine  Messenger,  Chairman 
Elections  Committee 
School  Board  Offices 
22nd  and  Main  Streets 

North  Little  Rock,  Arkansas 


This  is  the 

NESBITT  SYNCRETIZER 


.  .  .  .the  Unit  Ventilator  that  sets  a 
New  Standard  of  Classroom  Comfort! 
No  other  unit  ventilator  system  can 
give  the  operating  comfort  and  econ¬ 
omy  of  the  SYNCRETIZER.  Get  all  the 
facts.  Consult  your  architect  and  engi¬ 
neer. 

Free  Literature  on  Request 

.Made  by  JOHN  J.  NESBITT.  Inc. 
state  Kd.  &  Khawn  St.,  Philadelphia  36,  Pa. 


When  dealing  with  our  advertisers,  please  mention  the  Nat.  Educational  Secretary. 
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COMPTON’S 

PICTURED  ENCYCLOPEDIA 
For  1953  Now  Ready 


The  Finest  School  Encyclopedia  Ever  Built 

Another  big  year  of  continuous  building  and  revision  has  gone  into  the  1953 
Compton’s  to  make  it  an  even  better  and  finer  source  of  reference  than  ever  before. 

Further  Enriched  and  Expanded: 

480,000  words  of  newly  written  text 
501  new  or  extensively  revised  articles 
1,069  new  pictures,  maps,  charts,  and  graphs. 


Compton’s  has  always  been  a  favorite 
among  teachers,  librarians,  and  children. 
For  the  classroom  and  in  the  library 
Compton’s  provides  an  unfailing  source  of 
quick,  dependable  reference. 

For  boys  and  girls  Compton’s  is  a  never* 
ending  source  of  interest  and  information. 
Compton’s  gives  all  the  facts  but  relates 
them  so  that  clear  concepts  are  formed. 


Beautiful  pictures  in  profusion,  in  full 
color,  black  and  white,  and  gravure;  every 
pictiu%  selected  to  tell  its  full  part  of  the 
story  right  along  with  the  text. 

The  unique  Fact-Index  thumb-tabbed  at  the 
back  of  each  of  the  15  volumes  makes  every 
fact  and  every  picture  instantly  available. 
Give  your  boys  and  girls  immediate  advan¬ 
tage  of  this  finest  of  school  encyclopedias. 


For  all  grades  and  high  school 
See  the  1953  Compton’s.  Write  now  for  full  particulars 

F.  E.  COMPTON  &  COMPANY,  Chicago  10,  Illinois 

When  dealing  with  our  advertisers,  please  mention  the  Nat.  Educational  Secretary. 


THE  GENTLE  ART  OF  CLUTTERING  UP  A  DESK 


By  10:00  a.  m.  does  your  desk  have 
about  it  an  air  of  frantic  desperation? 
Do  you  often  find  it  necessary  to  beat 
the  papers  you  have  strewed  about  to 
find  your  mislaid  pencil?  When  you’re 
talking  on  the  telephone,  do  you  find  it 
necessary  to  fight  a  verbal  delaying 
action  while  you  dive  into  the  debris 
in  search  of  scrap  paper?  If  you  put 
an  item  in  your  desk  drawer,  does  it 
take  several  hours  to  find  it  again  ?  And, 
while  looking,  do  you  find  notes  on  jobs 
that  should  have  been  done  weeks  ago? 

If  you  answer  negatively  to  any  or  all 
of  these  questions,  your  office  indoctrina¬ 
tion  can  hardly  be  considered  complete. 
The  art  of  cluttering  up  a  desk  is  one 
of  the  oldest  and  most  carefully  pre¬ 
served  of  ofilce  traditions.  It  should  be 
done  in  accordance  with  techniques  de¬ 
veloped  over  the  years — as  follows: 

Always  put  off  doing  the  hardest  jobs 
until  the  end  of  the  day.  Since  you  will 
not,  of  course,  have  time  to  work  on 
them  then,  it  is  frequently  possible  to 
keep  at  least  one  job  pending  a  month 
or  more.  When  stacks  of  paper  on  your 
desk  get  so  high  that  you  can’t  spy 
the  boss  coming  from  any  side,  shove 
part  of  your  work  far  to  the  back  of 
your  bottom  desk  drawer.  By  following 
this  simple  procedure,  you  can  some¬ 
times  lose  work  so  completely  that  it 
will  not  be  rediscovered  for  twenty  or 
thirty  years. 

If  you  start  a  job  and  for  some  reason 
do  not  finish  it,  put  it  back  with  your 
other  work.  This  not  only  contributes 
to  your  confusion  but  also  wastes  twenty 
or  thirty  minutes  a  day.  ’The  next  time 
you  pick  up  that  particular  job,  it  will 
take  several  minutes  to  figure  out  what 
you  were  doing  with  it. 

When  you  make  notes,  never  put  them 
under  the  telephone,  on  a  hook,  or  any 
place  else  where  they  might  be  found. 
Throw  them  into  a  stack  of  unrelated 
work,  where  you  will  not  find  them  until 
several  weeks  later.  By  that  time,  it 
will  either  be  too  late  or  you  will  have 
created  an  office  crisis. 

Keep  your  typing  supplies — carbon 
paper,  letterheads,  envelopes,  and  sec¬ 


ond  sheets — in  four  different  drawers. 
’This,  of  course,  not  only  helps  clutter  up 
the  desk  but  also  wastes  a  great  deal  of 
time  when  you  come  to  transcribe. 

Keep  as  many  personal  items  in  your 
desk  as  possible.  Old  letters,  empty  ink 
bottles,  dried-up  bottles  of  glue,  used-up 
notebooks,  broken  emery  board,  and  last 
year’s  desk  calender  will  help  make  your 
desk  look  like  an  abandoned  junk  heap. 

By  following  these  few  simple  rules, 
one  person  can  easily  wreck  the  most 
fool-proof  office  system,  give  the  boss 
the  jitters,  and  become  the  most  heartily 
disliked  person  in  the  organization. 

Mary  Mostert,  in 

BUSINESS  EDUCATION  WORLD 


W.  M.  Welch  Manufacturing  Co. 


When  dealing  with  our  advertisers,  please  mention  the  Nat.  Educational  Secretary. 
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STATE  MEMBERSHIP  CHAIRMEN  1952-53 


Alabama — Miss  Virginia  Hess,  County  Board  of  Education,  Birmingham  3 
Arizona — Miss  Grace  Whipple,  360  E.  Virginia  Street,  Phoenix 
Arkansas — Mrs.  Mary  Briant,  800  Louisiana  Street,  Little  Rock 
California — 

Colorado — Miss  Hilda  Rydell,  1021  Emerson,  Denver 

Connecticut  Miss  Anna  Parakilas,  Secretary  to  School  Superintendent,  Thompson- 
ville 

Delaware — Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmington 
District  of  Columbia — Mrs.  Florence  Nelson,  1615  •  18th  St.,  SE,  Apt.  2 
District  of  Columbia,  Division  2 — Miss  Viola  E.  Craig,  Kelly  Miller  Junior  High 
School,  49th  St.  and  Washington  Place,  NE 
Florida-  Mrs.  Mamee  Williams,  7147  W.  Lucky  Drive,  Jacksonville 
Georgia — Mrs.  Irma  Smith,  Folkston,  Georgia 
Hawaii — Mrs.  Hatsue  Abe,  Hilo  Intermediate  School,  Hilo 
Idaho— 

Illinois — Mrs.  June  Quint,  Office  of  School  Superintendent,  Rantoul 
Incliana  Miss  Alma  Cripe,  Beech  Grove  Public  Schools,  Beech  Grove 
Iowa — Miss  Wilma  M.  Johnson,  Perry  Public  Schools,  Perry 

Kansas — 

Kentucky — 

Louisiana — Mrs.  Josephine  Capelton,  3240  Law  Street,  New  Orleans 

Maine — Mrs.  Omah  Snipe,  17  Marshall  Avenue,  Bath 

Maryland — Miss  Elisabeth  Stevens,  Southern  High  School,  Baltimore  30 

Massachusetts — Miss  Evelyn  Prentiss,  21  Hodges,  Mansfield 

Michigan — Mrs.  Marion  Hatch,  14578  Ardmore,  Detroit  27 

MinnesoU — Miss  Evelyn  D.  Johnson,  2515  12th  Ave.,  South,  Minneapolis 

Mississippi — Mrs.  Stevie  Flinn,  State  Department  of  Education,  Jackson 

Missouri — Mrs.  Bessie  Ploesser,  3808  Central,  Kansas  City 

Montana — 

Nebraska — Miss  Dorothy  Beever,  Lincoln  High  School,  Lincoln 
New  Hampshire — Miss  Theresa  Therriault,  12  Wood  Street,  Nashua 
New  Jersey — Miss  Ethel  Greenberg,  Roosevelt  School,  Bayonne 
Now  York — Miss  Isabel  Paddock,  7  Grand  Street,  Warwick 

Nevada — 

North  Carolina — Mrs  Pauline  Helms,  c/o  Superintendent  of  Schools,  Albemarle 
North  Dakota — 

Ohio — Mrs.  Florence  H.  Balshaw,  Akron  Public  Schools,  70  North  Broadway,  Akron 

Oklahoma — 

Oregon — Miss  Josephine  Reginato,  Route  1,  Box  595,  Klamath  Falls 
Pennsylvania — Miss  Elsie  Cupelli,  c/o  School  Department,  Point  Marion 

Rhode  Island — 

South  Carolina — Mrs.  Doris  N.  Liles,  Apt.  4-H,  Claire  Towers,  Columbia 

South  Dakota — 

T  ennessee — 

Texas — Mrs.  Waldine  Blankenship,  11500  Hillcrest  Road,  Dallas  6 
Uuh— 

Vermont — Miss  Eleanor  Jackson,  Springfield  Public  Schools,  Springfield 
Virginia — Mrs.  Elsie  Knowles,  Page  County  Schools,  Luray 
Washington — 

West  Virginia — 

Wisconsin — Mi.ss  Marion  Kennedy,  Vocational  School,  Madison 

Wyoming — 

Canada — 
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PERSONALITIES 


This  page  is  committed  to  the  premise 
that  a  person  is  the  sum  total  of  all 
his  experiences.  Everybody  and  every¬ 
thing  with  which  he  has  any  contact 
affect  him  in  some  way. 

As  a  person  integrates  the  fruits  of 
his  experiences  into  his  own  personality, 
he  is  maturing,  growing.  One  of  the 
finest  compliments  a  person  can  be  paid 
is  to  have  said  of  him,  “He  is  a  glow¬ 
ing  person.” 

Growing  people  are  interesting  people. 
They  are  alert  and  alive.  They  are  fun 
to  be  with. 

Here  are  some  simple  techniques  which 
are  helps  to  growth.  They  are  easy  to 
attain  and  will  give  immediate  results. 
Don’t  be  afraid  to  ask  questions.  Keep 
your  eyes,  ears  and  mind  open.  Read. 

Often,  if  you  really  practice  keeping 
your  eyes  and  ears  open,  you’ll  find  the 
information  you  seek  without  having 
to  ask  questions.  Don’t,  however,  hesi¬ 
tate  to  ask  questions  when  you  need  to. 
People  are  usually  glad  to  help  you 
when  you  seek  their  assistance.  Get  in 
the  habit  of  getting  your  facts  from 
informed  sources.  You’ll  find  the  bigger 
the  person  from  whom  you  seek  infor¬ 
mation,  the  more  readily  you’ll  get  ac- 
cuiate  help. 

Learn,  too,  to  seek  help  by  reading 
repoits,  articles  and  books  prepared  by 
persons  who  know.  Information  you  dig 
out  for  yourself  often  brings  you  other 
useful  knowledge  in  the  process. 

In  addition  to  growth  in  knowledge 
tangible  information,  growth  in  intang¬ 


ible  personal  qualities  is  important. 
Learn  to  respond  to  other  persons  in 
a  gracious,  frank  and  friendly  manner. 
Expect  that  others  are  honest  and  fair 
in  their  dealings  with  you-  -and  they 
usually  will  be.  Look  for  the  good  side 
of  people  and  they  will  respond  by  dis¬ 
playing  only  that. 

Get  interested  in  some  hobby  and  really 
work  at  developing  it.  You’ll  enjoy  not 
only  your  hobby,  but  the  contacts  you 
will  make  through  it. 

The  fine  arts  are  the  avocation  of 
many  educational  secretaries  whose  en¬ 
joyment  includes  active  participation  as 
well  as  spectator  appreciation. 

Sally  Milner  of  Atlanta,  Ga.,  has  given 
generously  of  her  talent  on  the  pipe 
organ  and  piano  at  many  of  the  con¬ 
ventions  and  institutes  of  our  national 
association.  Her  ability  to  arouse  en¬ 
thusiastic  singing  response  from  her 
audience  makes  it  absolutely  involun¬ 
tary  for  all  to  “Enjoy  Yourself.’’ 

Marion  Smales  of  Waukegan.  Ill.,  has 
real  skill,  too,  on  the  piano  and  pipe 
organ;  and  she  plays  the  latter  weekly 
at  the  Zion  Bible  Mission. 

Her  music  hobby  takes  Verna  Ellis  of 
Maysville,  Ky.,  into  the  saxophone  and 
clarinet  section  of  a  dance  band.  Oil 
painting  is  her  second  hobby. 

Beulah  Tucker  Jones  of  Richmond,  Va., 
has  developed  a  fascinating  hobby  of 
putting  down  her  thoughts  in  poetry. 
It  should  be  interesting  to  see  just  where 
these  thoughts  in  verse  lead  her. 

Writing  and  art  are  both  hobbies  of 
Virginia  Childers  of  Indianapolis,  Ind. 
Her  interest  in  art  is  enhanced  by  her 
ability  to  tell  others  about  it.  She  does 
this  very  ably  in  an  art-review  column 
she  writes  for  an  Indianapolis  news¬ 
paper. 

Gathering  information  for  this  page 
has  brought  some  interesting  new  con¬ 
tacts  to  me.  Please  do  continue  send¬ 
ing  information  on  hobbies  of  educa¬ 
tional  secretaries  to 

Your  columnist, 

Marie  M.  Beatty 
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Personnel  of  Panel,  Atlantic  City, 
New  Jersey 
February  14,  1953 

PROFESSIONAL  STANDARDS  FOR 
SCHOOL  SECRETARIES 
Dr.  William  H.  Lemmel,  Superintendent 
of  Schools,  Baltimore,  Maryland 
Mrs.  Beulah  Tucker  Jones,  Secretary 
Maury  Elementary  School,  Richmond, 
Virginia 

Miss  Ruth  S.  Jones,  Supervisor  Teacher 
Certification,  Department  Public  In¬ 
struction,  Dover,  Delaware 
Mrs.  Mamie  Messmer,  Secretary  to  Sup¬ 
erintendent  of  Schools,  Martinsville, 
Indiana 

Mr.  Hubert  Wheeler,  Commisisoner  of 
Education,  Jefferson  City,  Missouri 
Miss  Katherine  E.  Mitchell,  Secretary 
Washington  Vocational  High  School, 
Pittsburgh  1,  Pennsylvania  Chaiiman 


“How  to  Match  Bosses  and  Secretaries"' 
by  Sue  H.  Payer,  research  secretary  at 
Rohrer,  Hibler  and  Replogle  of  Cleve¬ 
land,  Ohio,  is  a  cleverly  written  report 
on  a  study  of  the  results  of  interviews 
with  108  board  chairmen,  corporation 
presidents,  vice-presidents,  managers 
and  directors  as  to  the  traits  of  the  best 
and  worst  secretaries  they  had.  Also 
204  secretaries  were  given  the  oppor¬ 
tunity  to  report  on  what  they  liked  and 
disliked  about  their  bosses  and  their 
jobs.  Look  in  the  January  1953,  Vol. 
28,  No.  1  OFFICE  EXECUTIVE  for  a 
few  minutes  of  woithwhile  reading. 


For  your  convenience,  we  have  prepared  a  form  which  may  be  used  for 
Affiliation.  Please  fill  out  this  form  and  mail  it  to  Mrs.  Ora  S.  Dolsen,  467 
W.  Hancock,  Detroit  1,  Michigan. 


APPLICATION  FOR  AFFILIATION 

(Make  checks  payable  to  the  National  Association  of  School  Secretaries) 

The . Association  of  School  Secretaries 

wishes  to  affiliate  with  the  NATIONAL  ASSOCIATION  OF  SCHOOL 
SECRETARIES  for  the  years  1952-53. 

Enclosed  is  five  dollars  ($5.00)  affiliation  fee.  New . 

Renewal . 

Names  of  Advisory  Council  Members  (1  per  20  National  members): 

One- Year  Term  . 

Name  Address 

Two-Year  Term . 

Name  Address 

Date  of  organization  of  your  association  . 

OFFICERS  Names  Address  Length  of  term 


SIGNED 


Name 


Office  held  in  the  Association 


.Vddress 


